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DITTO Pays for itself 100 times each year 
at Quaker Chemical Products Corp. 


Ditto pays for itself 100 times each year at the Quaker Chemical 
Products Corp., Conshohocken, Pa. — effects savings of $18,000 
annually through the use of Ditto’s One-Writing Order and 
Invoice System. 


Thousands of firms in every line of business report similar sav- 
PRODUCTION ings with Ditto. For Ditto is more than a duplicating method; 


PAYROLL it is a One-Writing Business System adaptable to production, 
PURCHASING purchasing, payroll, or order-billing. Whatever the nature or 
ORDER-BILLING 


size of your business, you can add to your profits with Ditto. 
*A letter in our files, from the Scott-Fores- — Send for your free copy of Case History 4707 and learn how 


man Company, testifies to this statement. 
Copy poner is a wilable upon vequett. Ditto saves Quaker Chemical Products Corp. $18,000 each year. 


onettating DAT TO seins Spitm | 


TRADE MARK REG, @, 5. PAT. OFF, 


DITTO, INC., 2262 W. Harrison St., Chicago 12, Illinois © In Canada: Ditto of Canada, Ltd., Toronto, Ontario 
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N office worker sits in a chair 
f\ nearly 2,000 hours a year. It 
is good business and good sense to 
make sure that the chair is comfort- 
able, thereby reducing fatigue and 


‘increasing efficiene y. 
| Five adjustments on Goodform 
{Aluminum Chair No. 2123 permit 
uit to be fitted to each individual, 
sand thus provide good seated pos- 
‘ture and practical working comfort. 
jltis specifically designed for use by 
“*cretaries, stenographers, typists 
and machine operators. 


stews Goodform Aluminum Chairs have 


to, Ontario 


welded joints. They will not split, 
splinter, or develop rough edges to 
tear hosiery and clothing. Foam 
rubber cushioning over a shaped 
seat and back bring a new sense of 
seated comfort. The sparkling anod- 
ic finish of natural aluminum retains 
its new appearance throughout the 
years. There is no paint to scratch, 
mar or chip. 


No. 2123 is the finest stenographic 
chair on the market. It will last a 
business lifetime. Invest in good 
office seating—buy Goodform for 
greater efficiency. 


Chair shown is Goodform No. 2123 


GOODFORM 
Adjustable 


ALUMINUM CHAIRS 
nal a 


A product of THE GENERAL 
FIREPROOFING COMPANY 


423 East Dennick Ave. 
YOUNGSTOWN 1, OHIO 


YOOFORM ALUMINUM CHAIRS « METAL DESKS « METAL FILING CABINETS « STEEL SHELVING « STEEL STORAGE CABINETS 
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Complete Sales Analyses... Rapidly, Accurately 


Prepared by IBM Service Bureaus 


Sales organizations must have a// the facts 
to reach sound decisions for the promotion 
of their products and services. Availability 
of these facts is generally reflected in the 
profit and loss statement. 


IBM Service Bureaus provide access to all 
these facts through sales analyses prepared 
on IBM Electric Punched Card Accounting 
Machines. These reports cover all phases of 
sales activity and may be classified by customer, 


salesman, territory, product, or by any other 
classification desired. Long experience in the 
confidential preparation of sales reports en- 
ables IBM Service Bureaus to furnish the 
facts quickly, accurately, and economically. 


IBM Service Bureaus are conveniently lo- 
cated in principal cities throughout the coun- 
try. Our representative will be pleased to 
discuss with you this and other applications 
of the IBM Accounting Method. 


ELECTRIC PUNCHED CARD ACCOUNTING macuiil 
PROOF MACHINES...SERVICE BUREAUS... ELECTRIC TYPEWRITEME 
TIME RECORDERS AND ELECTRIC TIME SYSTEMS 


International Business Machines Corporation, World Headquarters Building, 590 Madison Avenue, New York 21,8 


Inc.,: at New York, N. Y. Business, 
ond class matter on Sept. 20, 1946, at the P. O., N. Y., 
year in United States and Possessions, Mexico and Cuba; $4.00 all other countries. Printed in United States. 


OFFICE MANAGEMENT AND EQUIPMENT—featuring office purchasing, equipment, methods and personnel is published monthly by 
Editorial offices, Circulation and Production Departments, 260 Fifth Ave.. New York 1, N. Y. | sion Shit 
under the Act of March 3, 1879. Volume 9, No. 6, June, 1948. Subscription» 
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No Other Dictation sage 


ies 


ve you so much on a Disc... 


UD EON 


SOUNDWRITER 


KG , THE NEW AUDOGRAPH can 


eS help you get more work 
done faster, easier, and 
more economically — nor because of any 
one particular feature — but because of 
multiple features combined to give you 
superb performance. 

For instance, the vinylite plastic Flexo- 
graph discs on which your dictation is re- 
corded are paper-thin, but virtually in- 
destructible. They can be transcribed, 
auditioned, filed for future reference, or 
mailed as easily and economically as a 
letter. But in addition, with aupDoGRAPH’s 
exclusive, patented CLS* method of re- 
cording, you can dictate for a full hour — over 
14000 words — on one 8% inch disc, with 
uniform reproduction throughout the en- 
tire surface of the record. Only the aupo- 
GRAPH incorporates this feature — no other 
dictation instrument can give you so much on 
one disc. 

The new aupoGrapu operates by simple 
fingertip control. It is light, smal] (934 x 
914 x 614 ins.), rugged and portable. In 
fact, amazingly superior in so many ways 
you'll be wise to know more before de- 
ciding on any dictation system. Have your 
secretary send in the coupon for free booklet now! 


*Unlike old-fashioned turntable record- 
ing, the AUDOGRAPH plastic Flexo- 
graph Disc passes under the embossing 
jewel ot a CONSTANT LINEAR 
SURFACE speed, CLS. 


FILL IT IN! TEAR IT OUT! MAIL IT IN TODAY! 


A PRODUCT OF 


THE GRAY MANUFACTURING COMPANY 


w. E. DITMARS, President 16 ARBOR STREET, HARTFORD, CONNECTICUT 


Originators of the Pay Station Telephone and 
Makers of Communications Equipment since 1891 


Name & TITLE 


ssiness AppRess. 


OM-5S 


Phone avpocrapn your city for demonstration. 
Foreign Distribution, Westrex. Corporation— 
(Western Electric Export Corporation) 
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Accounting Systems and Equipment 
Adding and Calculating Machines 
Addressing Machines 

Analysis Machines 

Autographic Registers 

Automatic Typewriters 

Banking Machines 

Billing Machines 

Binders and Binding Devices 
Bookkeeping Machines 

Bookkeeping Systems 

Budget Systems 

Burglar Alarms 

Business Forms 

Calculating Machines 

Cancelling Machines 

Carbon Paper and Rolls 

Card Index Boxes and Trays 

Card Record Systems and Equipment 
Cash Registers 

Chairs 

Check Signers 

Check Writing Machines 

Clocks 

Collating Machines 

Communicating Systems and Equipment 
Composing Machines and Equipment 
Cost and Credit Systems 

Counting and Imprinting Machines 
Dentists and Doctors Systems 

Desks 

Dictating and Recording Machines 
Duplicating & Printing Machines Supplies 
Electric Clocks—Desk and Wall 
Electric Time Systems 

Electric Typewriters 

Engineering Lettering Equipment 
Factory Forms and Systems 

Fare Registers 

Filing Cabinets, Devices and Supplies 
Fire Alarm Systems 

Furniture 

Hotel Posting Machines 

Index Systems and Supplies 
Industrial Scales 

Installment Account Posting Machines 
Insurance Accounting & Computing Machines 
Intercommunicating Systems 
Interpreter Systems 

Inventory Systems 

Job Cost Recording Systems 

Letter Sealing Machines 

Lettering Machines 

Lettering Systems and Equipment 
Loose Leaf Books, Binders, Ledgers & Forms 


Leading Manufacturers and Distributors have exhibit 
space in the 40th New York National Business Show 


at Grand Central Palace, October 25-30 to present: 


Machine Posting Trays, Forms and Binders 
Mailing Room Equipment 

Maps and Map Equipment 

Material Control & Machine Loading Systems 
Metal Office Equipment 

Metered Mail Machines & Systems 
Microfilm Systems, Equipment and Service 
Office Furniture 

Order and Invoice Systems 

Order Scheduling Systems 

Paper Feeding Machines 

Parts Production Control Systems 

Payroll Machines and Systems 

Pens 

Perforators 

Photo Reproduction Equipment and Supplies 
Portable Adding and Calculating Machines 
Postage Meters 

Posting Machines 

Posture Chairs 

Production Control Systems 

Public Utility Machines 

Purchasing Control & Purchase Order Systems 
Receiving Order Systems 

Record Systems and Equipment 

Recording Equipment 

Reproduction Equipment and Supplies 
Restaurant Systems and Equipment 

Retail Business System 

Ribbons and Carbon Papers 

Safes 

Sales Analysis and Control Systems 
Scales 

Sealing Machines 

Stands for Business Machines 

Stencils and Stencil Machines 

Stock Record Systems 

Storage and Transfer Cases 

Store Systems and Equipment 

Tabulating Machines 

Telephone Recording 

Time Clocks and Locks 

Test Scoring Machines 

Time Recording Systems, Machines & Stamp; 
Time Signaling Devices 

Tool Check and Inventory Systems 
Transcribing Machines and Methods 
Typewriters 

Typewriter Ribbons and Carbon Paper 
Typewriter Stands 

Visible Filing Equipment 

Visible Records 

Watchmen’s Clocks 

Wire Recorders 


NATIONAL BUSINESS SHOW COMPANY, 30 Vesey St., New York 7, N. Y. 


Frank E. Tupper, President 


Telephone WOrth 4-8150 


OFFICE MANAGEMENT AND EQUIPMENT 
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() U can do business 


faster 


at less cost 
with fewer mistakes 


if you use 


RCO business forms 


It makes no difference what kind of business you do. No differ- 
ence how large or how small. Nor whether your records are 
typed, hand written, or produced on business machines. You 
can do it better with Uarco Business Forms! 

Take the first step toward real savings by calling your Uarco 
Representative. Ask him to make a complete survey of your 
business form requirements . . . there is no cost whatever. 


UARCO INCORPORATED 


CHICAGO, ILL.; CLEVELAND, OHIO; OAKLAND, CALIF.; DEEP RIVER, CONN, 


Offices in All Principal Cities 


for instance... 


with Uarco E-Z-Outs, one writing 
produces all necessary copies .. .« 
one simple motion frees them for 
distribution. No carbon mess—car- 
bons are already interleaved. The 
result is minimum writing ..« « 
less handling ... fewer mistakes. 


: INCORPORATED 
SINGLE SET FORMS CONTIMUOUS-STRIP FORMS FOR TYPEWRITTEN AUTOGRAPHIC REGISTERS AND, business fo 7ms 
AND BUSINESS MACHINE RECORDS REGISTER FORMS 
June, 1948 


OFFICE MANAGEMENT AND EQUIPMENT 
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Another one of the important reasons why you, too, should prefer 
the A-S-E line. It's backed by more than 35 years of engineering 
experience and it’s engineered years ahead to assure America’s 
most modern office furniture line. Write today for full details. 


A-S-E STEEL PRODUCTS FOR MANY USES 
STEEL OFFICE FURNITURE - ELECTRICAL OUTLET AND SWITCH 
BOXES + INDUSTRIAL EQUIPMENT FOR FASTER MATERIALS 
HANDLING + FROZ-N-FOOD LOCKERS + CLOTHING LOCKERS - 
WARDROBE, STORAGE, AND COMBINATION CABINETS 


ALL-STEEL EQUIPMENT INC. 


300 CLEVELAND AVE., AURORA, ILL. 
OFFICE MANAGEMENT AND EQUIPMENT 
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When you want paper that will 
create a smart, lasting impression 
... When you want paper with 
snap and crackle — combined with 
fine typing and erasing qualities — 


just say to your stationer, “Give 


me Eagle-A.” 


For letterheads, second sheets, 
onion skins; legal and testimony 
ruled, printed “copy” or manu- 
script covers — the highest quality 
is assured when you specify 
Eagle-A. Always look for this 
famous trade mark — symbol of 


highest quality standards. 


Write for samples. Address Dept. 2 


EAGLE-A PAPE 


AMERICAN 
ITING PAPER 
CORPORATION. 


We welcome letters from readers on any phase 
of office management. Opinions expressed are not 
necessarily those held by this magazine. 


Teachers as Summer Fill-Ins 


Editor, Orrice MANAGEMENT AND EQuIPMENT: 


I was to a meeting of office people recently where I heard 
a lot about the failure of schools to turn out good offi 
employees. 

It was charged that teachers are out of touch with th 
business world, and are therefore unable to do a good jot 
in getting boys and girls ready for office work. 

Wouldn't it be a good idea, now that school is over fo, 
the summer, for teachers wanting to make a little extr, 
money to get themselves jobs for the summer in offices 
where they can find out just what is going on these day 
in the office world? 

Most offices hire extra people during the summer to fi 
in for vacations. The teachers could take these fill-in job: 
and I am sure office executives would cooperate by givin; 
them every chance to investigate methods and procedures 
and in general fit themselves for better work next schoo 
term. 

This would be an ideal way for them to see what's wha 
today in a field where equipment and procedures are always 
being improved. 

Without an opportunity to keep closely in touch with th 
office, how can we expect the teacher of business courses : 
be up to date on what we are doing and what our require- 
ments are? 

Mipwest 


Close to the Ground 


Editor, Orrice MANAGEMENT AND EQUIPMENT: 
Nowadays they are building automobiles pretty close ! 
the ground, and when I squeeze in behind the wheel of m 
new car and roll along the road, squatting down very clo 
to the pavement, I know that it is all supposed to be becaus 
of something having to do with the law of gravity in 4 
eflects on. fast moving bodies. The center of gravity 
the automobile has been lowered and I have been lower 
with it. 
But I’m certainly not moving swiftly when I sit down ¢ 
my desk, and I don’t like to find my desk built close‘ 
the ground, as the new desks are. 
Here the story is that the new low height makes it mo 
convenient to work at. You are supposed to see your Wo! 
better. If you ask me, these desk are built for old by 
whose eyes are going back on them, and who won't 
glasses. They need to have their papers a good arm's leng 
from their eyes in order to read anything on them, and lov 
ering the desk top makes it possible for them to see the 
work without too much discomfort. 
But what about the rest of us whose eyes are all righ! 
Furthermore, lowering the desk necessarily puts 4 
drawers close to the ground also. Come in some time 7 
see me doing a contortion act as I rummage for material 
the bottom file drawer of my desk. 
I suppose I am running counter to the trend of the tm 
for office furniture is only following home furniture in brin 
ing those who use it right down close to the carpet 
Who started this, anyway? 


Unaarr! 
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Forget about Manual Transcri 


ion! 


NOW—you can record facts and figures 
on ordinary translucent paper or cards— never type, draw or write them again 


Figures “fly” wherever you want them. Net profit columns 
on these six translucent ledger sheets can be transferred to 
a composite Ozalid report without lifting a pen—in fraction 
of usual time. 


Repeat Posting Eliminated. You make your entries only 
once on a translucent master card ... turn out required num- 
ber of Ozalid prints for various departments or branches. 
Always 100% accuracy ... time and labor saved. 


Ordinary Translucent Paper 
Serves as Your Ozalid Master 
Anything you type, draw, write or print on ordinary 


translucent paper or card can be duplicated immedi- 
ately—in whole or part—in the new Ozalid Streamliner, 


Thus, you eliminate manual transcription ... and 
proofreading—always considered a necessary and ex- 
Pensive operation. 

A new booklet—“The Simplest Business System”— 


lists 116 job-by-job savings possible when you use 
translucents and Ozalid. 


Write today for your free copy. 


June, 1948 


Every file a “live” file when it contains translucent cards, 
You make additions in usual manner—produce as many up- 
to-date Ozalid copies as you wish, whenever needed. Seven 
3 x 5 inch cards can be reproduced in a minute. 


She used to type . . . but now the desired number of extra 
copies can be made directly from this salesman’s report. 
Each Ozalid print a positive (not negative) copy ... pro- 
duced in 25 seconds . . . at cost of only 11/2 cents. 


OZALID 


A Division of 
General Aniline & Film Corp. 
Johnson City, New York 


| 

| 

| 

| 

| 

| Gentlemen: 

| Please send free copy of “The 

| Simplest Business System”... fully explaining use of translu- 
l cent papers and new Ozalid Streamliner. 
| 

| 

| 

| 

| 

| 

| 
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Name __Positi 


la 


Address_ 


—— — —  .. Fe 


Dept. No. 92 


Ozalid in Canada—Hughes Owens Co., Ltd., Montreal 
OFFICE MANAGEMENT AND EQUIPMENT re 
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ACT NO. : FOR GREATER FILING EFFICIENCY ‘ 


_ NEW, IMPROVED exe 


EX TENSION Sl DE f 


Pee 


Greater filing efficiency — always a feature of Browne- 
Morse Steel Files — is never more evident than in the 
new and improved files which today offer greater 
values than any other file on the market. 


Free, easy drawer action is a major reason why Browne-Morse 
Files lighten the filing job. Drawers slide smoothly on newly 
designed extension slides equipped with eight heavy duty 
rollers and two floating rollers per drawer. This ingenious 
combination of rollers insures smooth drawer actior. free ‘rom 
binding. The solid one-piece construction slide supports the 
heaviest load with ease. 


These are just a few of the many features which make Browne- 
Morse Files the “Buy” for any business office. Back of their 
construction lies over 38 years of experience in manufacturing 
better steel filing equipment, desks and filing supplies. Write 
now for full facts. 


Architects of Efficiency » - tts 
for America’s Office ntacatag cspencncet femur, t 
FILE FACTS Se | 
Get the quick facts on } 
Browne-Morse Steel Files — i 
fo Ww n 4 a O rse write for Bulletin 5000. Lists features i 
and specifications plus a complete table : 
of sizes. ¥ 
MUSKEGON MICHIGAN ‘ 
— ; 
See ee ee . H 
FOR OVER 37 YEARS, MANUFACTURERS OF HIGH QUALITY FILES, DESKS, ] kj 


CHAIRS, FILING SUPPLIES, SAFES, SPECIAL COUNTERS, CABINETS AND OFFICE FORMS 
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Complete with letter-side index 


O Beautiful Grey coneeres gets “ape psag NATIONALLY ADVERTISED at 
HAMMERLOID blank. Size: 10 x 124% x 15!% in. $3.95, Higher west of Rockies 


Finish! All Ways Strong! ere 


G9 
% 


Lasting steel. Large Stock No. 441 Packed and sold 
heavy lock and key. 6 to carton. Carton shipping 
Heavy-duty handle. weight: 30 pounds. 

Piano type hinge. 


_ It's strong it’s steel, it’s a much 
_ heeded storehouse for all the im- 
| portant data—the receipts, bonds, 


leases, ete. — that accumulate in 
» everyone's life. Built to last for IMMEDIATE DELIVERY 
} Years, Order Now! 


_ Higher west of Rockies and Canada 


LO TELE ET EE LL RE ETI, 
he » ot 


Shock ‘tha 423 A even GET ACQUAINTED WITH THE COMPLETE 


: Gbreboard edition of the file AMFILE LINE 
Ly shown above, minum the lock. 
| reat agg elhggatber a Write for the Amfile Catalog 


Black, maroon, blue, brown, 


green, ivory. Packed and sold . 
¢ te carton. NATIONALLY AX AABERG FILE & INDEX CO. 
west of Rockies and Canada. 4492 DYANE BOULEVARD — KANKAKEE, ILL. 
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he FLOW DESK is more than yoo skid base—all . 2 or rr 
x desk parece erical 1 styles randed drawer: | ning 

gee : nt in size upper gil " \ ompetition d 
. 1 e ; 

trikingly s ’ al features. DESK ne ficiency ep O 

- and functiona claim beauty. © pene lh the 
ustomers will ae ish the furniture 
w SOFT TONE Fw DESK. 
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W-— All from the same Family Tree... 
NOTES, DRAFTS, RECEIPTS! 


For the first time, from the same source! Notes, 
Drafts, Receipts. Completely modernized—Superior Paper, 
and many new forms. Another example of how Boorum: 


and Pease provides you with every form for every record- 


keeping need. Makes your job easier. Saves you time, 
saves you money! 


ere UT 


CHAMPION LINE #815 


Lithographed Center Vignette. Two color Safety tint 
(Brown inks). Stock, 24 lb. substance 50% Rag Vel- 
lum, manufactured by Byron Weston. Bound Brown 
semi-flexible covers. 100 to book. 3% x 1034. Stamped 
Peerless Leaf Gold. 6 to a box. 


EAGLE LINE #777 


Lithographed Blue Ink on 24 Ib. substance Stand- 
ard No. 1 Sulphite Bond. Bound Blue semi-flexible 
covers. Stamped in Peerless Leaf Gold. 3% x 
10%. 100’s—6 to box. 50’s-12 to box. 


MONARCH LINE #760 


Lithographed Black Ink. Stock, 24 lb. white 25% Rag 
Manhattan Ledger. Bound Black semi-flexible covers. 
3% x 1034. Stamped Peerless Leaf Gold. 100’s—6 toa 
box. 50’s—12 to box. 


an (a VICTORY LINE #775 = 


Lithographed center vignette, 2 colors on 24 lIb., 
substance good grade White Paper. 75 leaves to 
book. Bound in imitation Pressboard. 12 to a box. 


3% x 10%. 
he 


TABLET LINE Lithographed Blue 
Ink, 24 lb. substance, No. 1 Sulphite 
Bond. Same as 777 line without stub. 
Bound Printed Enamel Blotters cover 
padded top with cloth tape. 8 x 31%. 
100’s—6 to box. 50’s—12 to box. 


SECURITY LINE #780 


Lithographed Green Ink on Green Security Safety 
paper. Bound Green semi-flexible covers. 75 sheets to 
— 3% x 1034. Stamped Peerless Leaf Gold. 6 to 
a box. 


Manufacturers of Loose-Leat 
Covers and Forms . . . Visible 


Order From Your 
Equipment and Bound Books 


BOORUM & PEASE 
Stationer 


FOR EVERY RECORD—A WAY TO KEEP IT 


General Offices: 84 Hudson Ave., Brooklyn 1, N. Y. 
Boston: 80 Summer St. * St. Louis 2: 115 So. 8th St. * Chicago 7: 538 S. Wells St. 
New York City Salesroom: 349 Broadway, New York 13 
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Yep!...there it is...the boss’ latest brain- Call Your Stationer—give him this job. 
child. Has to be printed-up right and He's a specialist, with ‘show-how’ backed 
fast! And you busier than a billing ma- by ‘know-how’. It’s just one of many 
chine on the 30th. Want good advice? services Your Stationer can render. 
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TRADE MARKS REG. U.S. PAT. OFF. 


EBERHARD FABER PENCIL COMPANY 


Leadership in Fine Writing Materials— Office Pencils, Drawing Pencils, Drafting Pencils, Colored 
Pencils, Ink Pencils, Hectograph Pencils, Pencil Erasers, Ink Erasers, Typewriter Erasers, Business 
Machine Erasers, Fountain Pens, Mechanical Pencils, Refill Leads, Rubber 
Bands, Marking Crayons, Compasses, Stamp Pads & Inks, Type Cleaners. 
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No. 6 


Volume 9 


Featuriag OFFICE PURCHASING, EQUIPMENT, METHODS AND PERSONNEL 


In this issue 


Teamwork for Production High- 
lights NOMA Conference... .. 19 
New Lighting Installation Solves 
Office Problems ..--. 22.04% 28 
By Charles Brady and 
Harold C. Pennicke 
Making Offices for the Movies... .. 31 
By Grace Buckley 
How’s Your Letterhead? .......-. 33 
By Kimball Darby 
es ae ees 35 
New System for Punched Index 
Ce SE ices tn eens 45 
First Systems & Procedures Conven- 
sen ake wae a eee eae ee ae 47 
What’s Available Now? .......... 49 


Member of Audit 
Bureau. of Circulations. 
Member of 
Associated Business Papers 


ANDREW GEYER, INC. 
260 Fifth Avenue, New York 1 


Murray Hill 9-4411 
Established 1877 


M. A. Geyer, President; Donald McAllister, Vice- 
President and General Manager; Thomas V. Murphy, 
Editor; Hugh Ward, Advertising Director; John M. 
Smythe, Mid-West Manager; Heskett K. Darby, 
Raffaela Pastore, Alistair P. Masson, Associate 
Editors, 
Advertising Staff, New York: Fred Steinhilber, 
William H. Hasbrouck, Jr., Charles B. Rosengren, 
James E. Neary, Jr., Bernard E. Neary, Hal Moore. 
Circulation: M. T. Weeks, Manager Production 
Department: James V. Quirk, Manager; Milton 
Sharon. Art Director: Joseph Hochfeld. 
Branch Offices: Boston 16, 471 Statler Bldg. 
(Liberty 9677), Meade & Co., E. P. Meade, Mer., 
A. C. Kretsehmar; Chicago 1, 228 North LaSalle 
St., (State 2912), John M. Smythe, Tom Bulger, 
jomas R. Brady; Los Angeles 14, 857 S. San 
Pedro (Trinity 2324), Josephine L. Fisher; San 
Francisco 5, 593 Market St. (Douglas 2-2597), 
Alexander Rattray: St. Louis 1, 411 North 10th St. 
(Chestnut 1965), James R. Wright. 
Subscription: $3 a year in United States and its 
Possessions, Mexico, Cuba, and Canada. Other 
countries, $4 a year. Single copies 25 cents. Copy- 
right 1948 by Andrew Geyer, Inc., all rights re- 
— nm Also publisher of Geyer’s Topics, Who 


onan ge Where, The Gift & Art Buyer, and 


The Vacant Chair 


% DESPITE the words of the mournful old song, vacant 
chairs do not stay vacant long—at least not in the office. 

In a recent issue of Net Results, published by the man- 
agement engineering organization of H. A. Hopf & Co., it 
is told of Henry Ford that he always kept his eye out for any 
desk in his office that was not in regular use. As soon as he 
noticed one, he would order it taken away, saying: 

“If that desk isn’t removed immediately, the office man- 
ager will start figuring out how he can put another person 
behind it and thus create an additional position and increase 
expenses.” 

Commenting on this, Net Results points out that if there 
are surplus desks and chairs and other articles of equipment 
in an Office, it is almost impossible to withstand the tempta- 
tion to make use of them. Instead of constantly trimming ac- 
tivities to the line of greatest efficiency, it is easier to assign 
somebody to the idle equipment and make work for them to do. 

Maybe it is too drastic a measure, but it would be well 
worth trying—take away the vacant chair, the idle desk, the 
just-vacated typewriter and put them in the storeroom, and 
just see what happens. And, maybe, some daring office 
manager could try this removal idea as a cure for chronic 
absenteeism. When Jones gets back after his semi-monthly 
hangover, won’t he be surprised to see that there is no place 
for him to sit down in or at! It would certainly emphasize 
something or other useful to him, and to the rest of the office! 
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Prettier 
with hedges ... 


...and that’s when we really woke up! 


would at least show up the difficulties. - 
But it’s much simpler to call in a Diebold man 


He won't actually recommend hedges! But he will 
give you a complete, wubiased recommendation 
for streamlining, simplifying and speeding up 
your record handling. He can be unbiased, because Diebold 
makes all four types of record equipment. He is a specialist 
in properly fitting equipment facilities to job 
requirements, Take advantage of this Diebold service. 
Look up Diebold in your phone book, or write — 
Diebold, Inc., 1575 Fifth Street, $S.W., Canton 2, Ohio. 


/_\ 


th Werf VISIBLE MICROFILM 


Diebold Sys peels we 


18 OFFICE MANAGEMENT AND EQUIPMENT 


The round-about course records take in traveling through 
some organizations is almost like an old-fashioned maze. 
Crazy as it seems, planting hedges for the maze 


and have him make a survey of your record system at no cost to you. 


Multi-Flex Rack with Flex-Site Visible 

Binders enables clerks to operate as many 

as six large size binders with the ease of “ 
. permits form additions and changes 

out removing binders . . . provides - 

random posting and reference . . . accommo 

dates work distribution during peak period 
_ holds upwards of 10,000 visible records 

in certain form sizes. 


MICROFILM + ROTARY, VERTICAL AND VISIBLE FILING EQUIPMENT + SAFES, CHESTS AND VAULT DOORS + BANK VAULT EQUIPMENT + BURGLAR ALARMS 


June, 1948 
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* IN THE SPIRIT of enthusiasm, comradeship, 
and high endeavor that has always marked its 
meetings, the 29th annual International Confer- 
ence of the National Office Management Associa- 
tion took place at the Hotel Jefferson and Kiel Au- 
ditorium in St. Louis May 23rd through May 26th. 
Ken B. Willett, Hardware Mutuals Co., Stevens 
Point, Wis., was elected president of the associa- 


tion, succeeding O. J. McMunn, Duquesne Light 
(Co. Pittsburgh, Pa. Next year’s conference will 
| be in Philadelphia. 


Dr. R. P. Brecht, University of Pennsylvania, 
was awarded the Leffingwell Medal; A. P. Mac- 
Intyre, of Lever Bros., the Noma Fellowship. 

As has been the case in recent years, an office 
equipment exhibition of comprehensive nature 
was held. In Kiel Auditorium, where this feature 
a testimonial to the practical value of this type 


of show. Attendance at the general sessions was 


4 


1 high all through the Conference, there being 1,025 


 'egistrations in all, 821 of which were full regis- 
trations. 

Sunday is always a working day at the Confer- 
*nees, and on this day the various committees that 
control the broad activities of the association met 
‘0 review past accomplishments and set the course 
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Dr. Dwayne Orton sounds the keynote—"Office Teamwork for Production” 


“Office Teamwork for Production” 
Highlights NOMA Conference 


for the next year. Even on the Saturday, prelim- 
inary meetings of the executive committee, retir- 
ing and incomings boards of directors, and area 
directors were held at the Jefferson. One of the 


K. B. Willett, new president 
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most important social events of the conference 
was the Chapter Presidents’ Dinner on Sunday. 


O J. McMunn, 

retiring president, 

new chairman of 
board. 


The next morning, in rapid succession short 
welcoming addresses by Oakah Jones; F. J. 
Michel, Carter Carburetor Co., president of the 
St. Louis Chapter; George C. Smith, president of 
the St. Louis Chamber of Commerce; and a re- 


speech, “Office Teamwork For Production,” de- 
livered by Dr. Dwayne Orton, director of educa- 
tion, International Business Machines Corp. 
“Your committee chairman could not have se- 
lected a more satisfying or more vital theme,” 
Dr. Orton said. “Who among you has not wanted 
to play on the team?” 

Dr. Orton gave instance after instance of team- 
work in action and showed that people often em- 


W. Miller Bennett, new second vice-president 


sponse by President McMunn led to the keynote’ 
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Hugh Wichert, new first vice-president 


ploy it unconsciously in their everyday activities, | 
The eloquence with which Dr. Orton clothed his 
address from beginning to end brought him sus- 
tained applause. 

As a prelude to a program of entertainment for 
the ladies, Dr. Cylvia Sorkin of Washington Uni- 
versity, St. Louis, welcomed them and told them 
what had been arranged for them. 

Monday afternoon, the session, “Organizing For 
Office Teamwork,” was opened by the chairman, 
Robert H. Steubing, Union Central Life Insurance 
Co., Cincinnati. He introduced Past President 
Conarroe, member of the Board of Directors of 
Noma, who devoted his talk to the formal orgaii- 
zation. 

Mr. Conarroe described the technique of formal 
organization planning as embracing five steps. 
These are: Analysis (fact-finding), Evaluation 
(classification of functions and activities by their 
relative importance), Grouping of Related Func: | 
tions (to form the basis for departmental or divi | 
sional assignments), Assignment (executive 
placement), Follow-up and Review (to effet 
changes to meet changed conditions). 

Mr. Conarroe said that sound organization 
planning also involves the application of sound 
principles. Some of these are: Clearly defined 
responsibility of individuals and of sections 0 
departments; authority commensurate with the 
responsibility assigned; no individual to be 
sponsible to more than one superior for any single 
function or activity. 

The following speaker was Dr. R. P. Bretht. 
of the University of Pennsylvania, whose addres 
dealt with the informal organization. 
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At the NOMA Chapter Presidents’ Dinner 


“Simple observation,” Dr. Brecht said, “will 
confirm the fact that numbers of people, whether 
factory or office workers, in frequent contact on 
the job interact with each other, form into groups, 
and develop common patterns of reaction and 
conduct. These crystallized groupings and ac- 
cepted modes of action come to have the enduring 
characteristics of office or shop traditions, cus- 
toms, or mores.” Claiming that these modes of 
action strongly affect the group’s attitude, Dr. 
Brecht said, “It is this area of patterned, spon- 
taneous reactions that constitutes informal or- 
ganization.” 

Dr. Brecht bolstered his own observations of 
the informal organization pattern with quota- 
tions from the works of other management 
authorities and urged his audience to build up 
a tolerance for this condition in the office. 

“Roll with the punch,” was Dr. Brecht’s pre- 
scription. “By suggestions properly introduced 
into the established informal reaction pattern 
attempt to gain acceptance of constructive better- 
ments. Shape the informal organization so far 
4 possible with the introduction of personalities 
and practices acceptable to the group, yet ‘on 
the supervisor's side.’ Put the informal organi- 
zation to work to vitalize the formal organization 
i attaining its objectives.” 


The election 


At the business meeting later that afternoon, 
the election of new officers took place. Assisting 
Mr. Willet, the new president, are Hugh Wichert, 
Fairmont Foods, Omaha, Neb., who was elected 
June, 1948 


first vice-president, and W. Miller Bennett, In- 
land Container Corp., Indianapolis, Ind., new 
second vice-president. The retiring president, 
O. J. McMunn, was elected to the post of chair- 
man of the board of directors. W.H. Evans was 


re-elected secretary-treasurer. New area direc- 
tors are: 


New area directors 


Area 2: John Fitch, Davidson Chemical Co., 
Baltimore; Area 4, W. E. Green, Travelers Insur- 
ance, Atlanta; Area 6, J. T. Berry, Owens-Corn- 
ing Fiberglas, Toledo, Ohio; Area 8, K. W. 
Moore, Chicago Title & Trust Co., Chicago; Area 
9, J. T. Ross, Moore Business Forms, Inc., Kansas 
City, Mo.; Area 10, L. B. Colfix, General Mills, 
Oklahoma City, Okla.; Area 12, E. J. Coffey, 
Portland, Ore.; Area 13, A. J. McCrickard, Dicta- 
phone Corp., New York; Area 14, S. A. Riesen- 
man, Security Life & Accident Co., Denver, Col. 
Directors-at-large are: 

B. R. Haynes, Wheeler Business College, Birm- 
ingham, Ala.; and R. E. Shull, Socony-Vacuum 
Oil Co., New York. 

Committee reports were read, and the winners 
of the Schulhof awards were announced. These 
were John Talliaferro, John Talliaferro & Asso- 
ciates, Atlanta, Ga., and Robert Taylor, S. Leides- 
dorf Co., Greenville, S. C. 

“A sound wage incentive plan, properly admin- 
istered, can be a very effective aid to good office 
management,” was the summation of O. H. Par- 
rine, Hood Rubber Co., Watertown, Mass., in his 
address “Production Standards For the Modern 
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Office,” given on Tuesday morning. Mr. Parrine 
was introduced to the session by I. J. Berni, Proc- 
ter & Gamble Co., Cincinnati, Ohio, chairman. 
Disclaiming any desire to “sell our plan of wage 
incentive for clerical personnel,” Mr. Parrine pre- 
sented the case for wage incentive in convincing 
detail. He divided his ta!k into two parts, one 
dealing with the engineering phase of the job, the 
other the operational phase. “It is office manage- 
ment at this level (supervisory) which makes or 
breaks any clerical wage incentive plan,” he said. 
“The success of the incentive plan depends upon 
how well the department supervisor is sold on the 
plan regarding its advantages over its disadvan- 
tages.” 

Tied closely to the theme of the conference was 
the address of Charles F. Fleckenstein, Standard 
Accident Insurance Co., Detroit, Mich. This 
paper was entitled “Office Practices For Produc- 
tive Teamwork.” 

Mr. Fleckenstein offered a program of what he 
termed “internal sales promotion” for “a key role 
in stabilizing this wobbling economy of ours.” 
Holding that rising costs and low production 
formed the paramount problem for the all com- 
panies, and that salaries are the largest single 
item in the office expense structure, Mr. Flecken- 
stein expressed the opinion that the individual 
employes should be turned into individual good- 
will salesmen for the company’s over-all benefit. 

“Progress will only be made,” Mr. Fleckenstein 
said, “when we try to sell our employes as hard 
as we try to sell our merchandise. If we fail in 
this selling approach it will be through no fault 
of the employe but will be our own—for the em- 
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The exhibits got their share of atten- 
tion throughout the conference. 


ploye or supervisor waits to be sold so that they 
may sell others.” 

“Human Relations in Business” was the title 
of the opening address of the Tuesday afternoon 
session, delivered by A. W. Hendrickson, Bigelow- 
Sanford Carpet Co., New York. W. J. Keenan, 
F. W. Woolworth Co., Ltd., Toronto, Ont., Canada, 
introduced Mr. Hendrickson, who filled in for the 
scheduled speaker, Hiram S. Hall, of Bigelow- 
Sanford. . 

Confining himself to the internal phases of his 
subject, Mr. Hendrickson said: 

“T believe that an effective human relations pro- 
gram within the office must recognize the prin- 
ciple of individual differences within the frame 
work of universal wants.” 

(Turn to page 24) 


ON OPPOSITE PAGE—Left column, from top to bottom: 

David E. Griesemer, Babcock & Wilcox Corp., past president of 
Noma, New York Chapter; J. R. Powell, Missouri Farm Bureau 
Federation, Jefferson City, Mo., a member of the new Columbia, 
Mo., chapter of Noma; and A. J. Amberg, A. J. Amberg Business 
Equipment Co., another past president of the New York chapter 

L. W. Evans, Evans Specialty Co., demonstrates a new collator 
as Miss Lillian Hall watches. 

F. Joe Marin, Marchant Calculating Machine Co., and Joseph 
Mueller, of Standard Register Co. B. 

At the Vari-Typer booth: E. G. Hester and R. W. Whittier, of 
Corning Glass Works, Corning N. Y.; Clark Ash, Ralph C. Coxhead 
Corp.; Rex Dawson, Meilink Steel Safe Co.; and Miss Jeanette 
Vollmer. ; 

Dick Forster, Ebasco Services, New York, new president of New 
York's Noma-ites, and A J. McCrickard, Dictaphone Corp., Art? 
13 director of Noma. 

RIGHT COLUMN—from top to bottom: 

A lot of action at the Pitney-Bowes booth. 

Woodstock's Joseph Schmidt and H. M. Webster. 

N. W. Bushnell, Fred Harmon, and Charles Peeper all of Clark 
Peeper Co.; and Roy Edgren, Corry-Jamestown Mfg. Co. 

August Krieg, Gene Mitchell, and John L. Eckert, all of Jasper 
Seating. 2 

Mr. and Mrs. A. W. Herron get a Rock-a-File demonstration by 
Rockwell Barnes’ Leonard Rose. 
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In the Noma-NY suite—Dave Griesemer, president of the New 
York Chapter, relaxes between conference sessions. 


He described Bigelow-Sanford’s approach to an 
improved human relations program through bet- 
ter management relations. The effort extends to 
such practices as giving employes a voice in 
forming the policies which affect them; super- 
visory conferences; orienting all grades of super- 
visory and management personnel with periodic 
administration information; and management 
and sales force meetings. Mr. Hendrickson also 
described his company’s personnel policy. 


For women only 


In the first NOMA session ever to be held ex- 
clusively for women, Vera V. Green, Botwinik 
Bros. of Massachusetts, exhorted women execu- 
tives to preserve their femininity and not to ape 
their masculine colleagues. 

Mrs. Green enumerated what are considered 
to be the obstacles to women’s advancement in 
business, but observed that these are not insur- 
mountable. 

After calling attention to the numerous women 
who have attained eminence in business, Mrs. 
Green said: 

“Tf success can be attained by these women, it 
is logical to assume that it is within the power of 
others, but it must be sought after and fought 
for with painstaking courage and all-out effort.” 

Emma C. Lee, Johns-Manville Corp., was chair- 
man of the session. 

Concurrent with the women’s session was one 
at which J. S. Covell, J. S. Covell & Associates, 
Philadelphia, was the initial speaker. 

The subject of Mr. Covell’s talk was “Systems, 
Methods, Procedures, and the Office Manager,” 
and he was introduced by George D. Wood, Provi- 
dent Mutual Life Insurance Co., Philadelphia. 

Citing the lack of literature on the subject of 
systems and procedures, and the confusion created 
by a wide variation in terminology, Mr. Covell 
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pointed out the part that NOMA could play jp 
helping to establish standard terminology in this 
respect. Mr. Covell said that the office manager 
can and should be a very important cog in map. 
agement control. Mr. Covell referred to a preyj. 
ous address to support his contention that office 
managers are “missing the boat” in many ¢om. 
panies because they have not sought to prove tg 
top management that the office manager can do 
a proper systems job. 

“Current Office Personnel Problems” was the 


title of the address of Willard E. Parker, a per. | 


sonnel management consultant of Chicago. Intro. 


duced by Gordon B. Brooke, Retail Credit Co, 
Atlanta, Ga., Mr. Parker said that while the goals 
of management and the worker might seem to 
clash, they are almost the same, and that the 
realization of management’s objectives depended 
on making the employe a satisfied worker, Mr. 
Parker said he was convinced that big produc. 
tion improvements in the future depended on im- 
proved human relations. 

“The costs involved for achieving worker satis. | 
faction are repaid many times over in increased - 
production at a lower over-all cost,’ Mr. Parker © 
said. 


Unionization 


Another important paper delivered Tuesday 
afternoon was “Unionization in the Office,” by 
Fred M. Karches, Rice-Stix, St. Louis, Mo. The 
close attention given to Mr. Karches’ paper, and 
the large attendance formed solid testimony to 
the interest in this subject. 

Mr. Karches issued a warning to those office 


executives who might be lulled by a recession | 
office organizing activity. 
“No employer even mildly alert to the problem 
will lessen at this time his efforts to improve his 
employer-employe relationship,” he said. “Office 
forces generally are unionized either because of 
revolt against the conditions surrounding their? 
employment or because they were placed in’. 
position where direct or indirect coercion asst 
ciated with an organization campaign was t 
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ON OPPOSITE PAGE—Left column, from top to bottom: 


q 
J. F. Stewart, Robotyper Corp., expfains things to William 


Kelley, Forest City Mfg. Co.; H. C. Bertrand, Controller Foret 
City Mfg. Co. (hidden), and Raymond C. Sheets, of same outfit. 

At Underwood's booth: George Hossfield, George and Charles 
Kehl, sales agents of Mexico, Mo., and Blaine Rawdon. 

A lot of interest in the Burroughs booth. z 

J. Flavin demonstrates the Davidson new model 210 Duphcsle § 

RIGHT COLUMN—from top to bottom: a 

A demonstration by Ditto: Frank Gregor, Ditto, Inc.; 5. D. Zeip, 
C. E. Owens, and Harlow Gates, all of Securities Investment Co 
St. Louis, Mo. i 

R. E. Weincke, General Electric Co., Bridgeport, Conn.; LAY 
Mehr, Dazor Lamp Co.; and R. W. Watts, Watts Adv. Ageml— 
St. a. Mo. iad ee 

Addressograph-Multigraph's booth. 

At IBM's booth: A. T. Banfield, Chapman Dairy Co. Kas 
City, Mo.; L. E. Hathaway, Franklin Ice Cream Co., Kansas Cit 
Mo.; with International Business Machines’ T. A. Gisburne, “s 
J. E. St. Cyr. 
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strong to defeat or reject. We can agree that it 
might be a combination of the two.” 

Analysis of the entire office organization struc- 
ture and a program of job classification have 
stood management in good stead when unioniza- 
tion was anticipated, to the end that managerial 
errors of “omission and commission” in personnel 
administration have been corrected, he said. After 
pointing out that there is no blanket cure for any 
individual situation, and that detailed study of 
the particular case was essential, Mr. Karches 
said: 

“There is a conviction too prevalent, apparently, 
that the problem can be solved by building tech 
nical and legal stop-gaps and barriers. Imme- 
diately that a threat of organization is evidenced, 
managerial forces are mustered. Money is spent 
upon all the devices known, to fight the union. 
All devices, that is. except the one principal de- 
vice—a sound program designed to develop a real 
employer-employe relationship.” 


At the banquet 


Guest speaker at the banquet Tuesday evening 
was Clyde R. Powell, Endicott Johnson Corp., 
Endicott, N. Y. Mr. McMunn was chairman. 
Speaking on the subject. “Understanding and 
Controling Human Behaviour,” Mr. Powell urged 
his listeners to have a sense of pride in what they 
do and to maintain a positive attitude in the ac 
complishment of their objectives. He went on 
to explain “four laws of human behaviour.” These 
are the laws of continuous activity, unified effort. 
internal agreement or self-consisteney, and ex 
ternal consistency or agreement. 


Mr. Powell’s talent as a hypnotist, demonstrated 
to his audience, was an entertaining climax to 
this address. Another fine entertainment feature 
was furnished by the choir of the Sumner High 
School in St. Louis. who drew on a varied reper 
toire to the audience’s obvious enjoyment. 


The last formal session of the Conference, on 
Wednesday, May 26th, began with the introduc- 
tion of K. L. Boosey, Pacific Gas & Electric Co.. 
San Jose, Calif., by P. G. Wharton, Atlantic Re 
fining Co., Philadelphia, fcr a talk entitled, “A 
Common Sense Method For Deflating Office 
Costs.” Mr. Boosey characterized procedures. 
forms, machines, and people as the cranial com 
ponents of a four-headed monster. Mr. Boosey 
drew the analogy a little further by giving these 
heads teeth in the form of office managers’ extra- 
vagant procedures born of the war years. 


“Our job,” he said, “is to extract these teeth 
so that the heads will be impotent as regards 


maintaining-inflated office costs.” 
Mr. Boosey gave many examples of faulty pro- 
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cedures, forms, and machines, and the acts of 
stupid personnel. Speaking of this last, he said: 
“Don’t ever lull yourself to sleep with the 
thought that industry is going to continue to 
carry a lot of dead wood. It isn’t—whether it be 
Tillie the Typist, Bertha the Bookkeeper, Clar- 
ence the Clerk, or Oscar the Office Manager.” 


Schools and business 


The great benefits to be gained from the ¢o- 
operation of the schools and business in develop. 
ing in-service training for students was brought { 
out by L. S. Beattie, of the Province of Ontario 
Department of Education, Toronto. 

After describing the structure of this effort in 
cooperative education, Mr. Beattie emphasized the 
advantages it has of acquainting the pupil with 
office activities, while at the same time correcting 
his shortcomings while in school, with a minimum 
of expense to the employer. NOMA is playing an 
important part in this cooperative job, he said. 

Mr. Willett was chairman of the luncheon which 
marked the close of the Conference. Guest speaker | 
was Lewis F. Gordon, Citizens & Southern Na- 
tional Bank, Atlanta, Ga., whose talk was entitled 
“Let’s Talk About Us!” Mr. Gordon urged his | 
listeners to make the employe feel that his work 
was appreciated. and to make themselves access- | 
ible to the employe who has ideas. Other rec © 
ommendations were made which, when applied, 
would stop ‘‘one of the great unseen leaks in busi- 
ness—employee turnover.” J 

As has always been the case at NOMA confer- 
ences, the program proceeded at a lively clip. 
Good organization was evident at every turn, and © 
the St. Louis Chapter won its share of the laurels ° 
along with Philadelphia headquarters for the 
whole Conference job. NOMA’s staff has already | 
commenced 1949 Conference operations by ex ' 
tending an invitation to all members to come to 
Philadelphia for the 30th Conference. ; 
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ON OPPOSITE PAGE—Left column, from top to bottom: 
N. T. Sheperd, president of Sheperd Chair Co.; Jerry Walston 
Brock Press, president of Noma's Stamford chapter; and Joe 
Robins, president, Roberk Co., Norwalk, Conn. E 

Eugene R. Irvine, Walter Wells, Jr., both of Clary Multiplier 
Arnett R. Husk, Hoysier Cardinal Corp This was the first showing 
of the Clary Cash register. 

N. C. Peters, General Fireproofing Co., T. A. Kaatz, and Rb 
Schroeder, of Owens Illinois Glass Co. 

A. J. McCrickard compares notes with Fred B. Keller, Fred W. 
Albrecht Grocery Co., Akron, Ohio, one of Noma's directors 
large. 


RIGHT COLUMN—from top to bottom: 

At Remington Rand's display: Frank F. Middleswart, E. |. DuPort 
de Nemours Co., Inc., Wilmington, Del.; and R. B. Downey of 
Remington Rand. 

National Cash Register's Marjorie Gebo lures Shirley Ayer at 
Dolores Farrow, both of the IBM St. Louis office, across the a 
jo see a demonstration by Joe Milam, of NCR. a 

Charles Baker, Clark Peeper Co.; Ted Kornmann, DoMore Char 
Co.; and Miss Dorothy Kotthoff, Monsanto Chemical Co. 

Miss Elise Wilson, Gray Mfg. Co.; Joe Milam, National Cat | 
Register Co.; Marc Baker, Gray Mfg. Co.; and L. W. Evans, Evans | 
Specialty Co., Inc. 
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4 . ; shielded fluorescent fixtures each containing three 20-watt lamps. 


LIGHTING 
INSTALLATION 
SOLVES 
OFFICE PROBLEMS 


By Charles Brady 
Lighting Engineer 


Sylvania Electric Products, Inc. 


and 


Harold C. Pennicke 


Management Counsel 


Before new lighting was installed in offices of Mutual Benefit Life Insurance Co. of New Jersey, illumination was furnished by old-style partly 
This system furnished an average of only 8 footcandles at desk-top level 
and resulted in shadowy, uneven illumination and high brightness contrast. 


% OVERCROWDED, inefficient working condi- 
tions in the home office of the Mutual Benefit Life 
Insurance Co. of Newark, N. J. became so disturb- 
ing and serious a problem last year that the man- 
agement decided to investigate all possible means 
for making better use of the existing office space. 

To locate the basic source of the difficulties, the 
company first ordered a thorough study of all 
factors involved. Results of this careful analysis 
indicated that unsuitable lighting facilities had an 
important bearing on the unsatisfactory office 
conditions, and a specialized investigation of this 
element was recommended. 

The next step, therefore, was a scientific meas- 
urement of existing illumination levels and an 
evaluation of lighting requirements for the areas 
and jobs involved. This survey concluded that 
existing illumination was so inadequate as to be 
seriously detrimental to employee vision, and im- 
mediate and complete renovation of the lighting 
system was urged. 

The designing and engineering of the new light 
ing installation was simplified because the imme 
diate offices under consideration, which were 
the second, third, and fourth floors, comprised 
identical working areas. The office layout was 4 
L-shaped, open area totaling 364 feet in length an | 
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Now six continuous rows of fluorescent lighting provide a high level of uniform illumination for the open work area. Each fixture contains 
four 40-watt lamps. The lighting furnishes a maintained average of 60 footcandles of virtually shadowless illumination on the desk tops and 
permits full utilization of the entire area. 


approximately 70 feet in width. The east-west 
side was 270 by 69 feet, and the south side, 94 by 
68 feet. Ceiling heights were 14 feet in the side 
sections and 12 feet in the center. 

Approximately 150 people worked in the open 
area on each floor, and the work throughout was 
both clerical and statistical—performed chiefly 
on business machines, using intricate card forms 
which required close concentration and a high 
degree of accuracy. The office supervisors com- 
plained that people continually moved their desks 
from assigned positions around the office to the 
window walls. This situation, duplicated on each 
floor, created a crowded, inefficient working con- 
dition along the sides of the room and wasted 
much of the space in the center bays. 


Desk shifting 


Employees, queried about shifting the desks, 
gave several justifications for the move. The most 
frequently cited reason was to get more or better 
light to see small figures and symbols on the cards 
without continuous squinting. Others indicated 
that the center of the room was too dark and 
gloomy, or that heavy shadows on their work 
forced them to bend over the machines in uncom 
fortable positions. Some complained that the ex- 
June, 1948 
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posed overhead lamps shone directly in their eyes 
when they looked up from the work surface and 
gave them headaches. 

The general desk-shifting itself, as well as re- 
actions of the workers, proved that the inadequate 
artificial illumination drove the people, instinc- 
tively, in search of more and better seeing light. 
The windows, therefore, had assumed a psycho- 
logical attraction. However, they offered no so- 
lution to the problem since the amount of day- 
light coming through was insufficient to provide 
any substantial benefit from natural light and 
there was no relaxing view. 


Poor desk-level light 


Measurements showed that the amount of light 
at desk level from the overhead fluorescent fix- 
tures averaged only 8 footcandles of illumination. 
The degree of inadequacy can be estimated by 
comparing minimum standards recommended by 
the Illuminating Engineering Society, which call 
for 50-100 footcandles for similar types of work. 
Besides furnishing an inadequate amount of light, 
the obsolete fluorescent fixtures, which had been 
installed about ten years ago when fluorescent 
lighting was first introduced, created harsh 
brightness contrasts, heavy shadows, disturbing 


| tie! ae * a ord Se a as 7 i, ya “il a - “4 - WY ave Ps Wa yey | ae ¢ + . i “3 aay) 
e 2. +: = , = Be ae. ae a ie, hg: Ren ee : + eee & 
oe a a — 2 Se ee i SS a 2 eee oe i 
= a Be Eel occ Seman IR a i Cie Cee: : Ti ae es : 
= . ee 9 
ee ee bo? eee Bes $ an 7 a ; | 
’ a oe A a fe ia 7 
ae as ° * : pee ex e . 
2 . ay Fe ie na a La ‘* 7 s 3 = x aN 3 > H 4 
a ~ aN Be i eee . ; 3 oy 
? er ke ee : an os pie. yy < he E sae sige ‘es { a 
“ai a) | es ~& j 
oe © Seana Bes ~ — 7 ™ as ¥ ; a , 
ssssssistts, Os bee: : ba ae . *~ Be 5 : cos 
* 3 St “3 . ws 
‘ $2 ettersasite, ee ey, % : : = : 
. . SSS a ae pe : ag _ 
ru 5 aS . Me a 3 : 3 : 
. gs OR, ~_N ee ei ae 
i Ta apts 3 ee eo ~ SEs 5 2 = K 4 
. iin . NO or ie eae Meas * eS . ear ae 4 —_— “= : 
Oa Sa rr i a é r a 4 
7 i ae ~ a a a ;  _- ; 
* ; en ee ‘ _~ ( ie 1 an a aaa 
N a Brae ee Et, alae PES Se. ~ * pte. & % ee — a “ 
= <n meee Cee a ‘ a 
_ a a es ~~. . ae 3 23 _ a a 
} la ee a te ™ a : . _ x 4 
ids ee <a “at oe oe i a Se a Re 
-s ‘ rae ae ae . Ri. : — _— . 
} ~ C ~_ ter ae ag ay —_ 
ve en, : Bs. lan 7 a at “a a "ae - 
ive 3 ? why 3 AS x * hal 
i ‘ am 4 i — 
2 oa 1 J i ig _ - = ; P .. - ¥ 
ig ; . bi , = a a a 
“ te be Sig re Mihi a ™| fi _ é 
: oR . a — : te ee. : eo 
B, : « a Oe % 
, at : nik Meee ‘ so ataaemr Pea, m=. — iba .o 5 
SS 3 es ’ ” - — Pe., et 1 Neila : 
wl ; F ’ Be . ” ’ i} " 
. 2 : : . a . 3 “ 1 ree - 5 / 
i 8 ie . * 1 , .' a : bo wate | c 
is 4 4 — " am . a -_. ae sy 
F — Sr Fn ee zo oll” $ * cael tl -_— 2 ~ bid 
ae t 4 : » ‘ = arene we m = age 
A ; ¥ } cS nas ? . “ seep — . eae Te wz - . b oy ra J " 
&§ ys = = a a — ee z 
= " 4 = — _ a ‘ NG, z fr" —** * 4 
; a a tea o ‘ eS aes \ @s ay “igi g 
2 aie aoe. 86=—)lCh a = | a x | ‘ 
z ) 2 eu i a — “ wa 2 oan a _ : 
ee he — lt * ae bos: oe . eg 2 : 
3 . “ i \ ae ’ F ™ rT. 
| gaa cig - 1 
Re i - aoe a ee = Bit . i & _ ‘ sade Ld 
a P a Se r = eres 4 . . i eh . 
a at a a a S fe é 
j “ ‘ Se Loge ge wing * Ze Cee Ae 0 
= OO Wi i Ee 
, a ° i) ; ee = P.. =  . e i Am : ae >. il pal ; 26 
Py a ‘ 4 a” ce : = a we, ea =_ ae | | o £e, 
"a me e oe —  . = a ae : a ee , bet r¥ " - re re 


tie 


reflections and a depressing atmosphere. 

The fixtures, containing three 20-watt fluores- 
cent lamps and spaced at wide intervals along the 
ceiling, were outmoded, metal-type units. They 
gave direct down light with no illumination on 
the ceiling or walls and had partial shielding 
which left the lamps exposed at the bottom. 

The new fluorescent installation, designed es- 
pecially to meet the specific requirements of the 
office architectural layout and the types of work 
performed, raised the footcandle level 650 percent 
—from an average of 8 to 60 footcandies at desk 
level. The 60 footcandle average throughout was 
decided upon in order to take care of the most 
exacting visual task in the statistical work. 

Six continuous rows of 4-lamp, 40-watt fluores- 
cent fixtures were used, with the rows following 
the L-shaped contours of the room and broken up 
only for entrance-ways. Each of the continuously- 
mounted fixtures is enclosed with louver type 
shields so that the lamps are visible only when 
looking directly upwards, which seldom occurs in 
these offices. Because of the louvers, the bright- 
ness of the unit is low and virtually glare-free 
illumination results. 

The new lighting leaves no dark areas on the 
ceiling or walls, but provides good light reflection 
from the ceilings and diffuses a high level of uni- 
form, practically shadowless illumination over the 
entire area. People are now content to work in 


any part of the rooms, which are far more cheer. 
ful and pleasant, as well as uniformly lighted. 

As a result of the new lighting installation, the 
amount of usable clerical desk area was increased 
from 83,000 square feet to 102,000 square feet in 
the identical existing floor space. This represents 
an increase of approximately 23 percent in usable 
clerical area, or an addition of 18,000 square feet 
of utilized working space. | 

Planned. well engineered lighting, therefore, 
solved the company’s major problem of space 
utilization. In addition, the higher levels of suf. 
ficient, properly distributed, comfortable illumi- 
nation solved numerous technical and personnel 
difficulties. Mental fatigue, physical discomfort, 
and eyestrain were noticeably reduced. Office 
productivity is expected to increase and a higher 
degree of accuracy with improved employee mo- 
rale is anticipated. 

This office lighting installation demonstrates 
the great strides in fluorescent lighting applica- 
tions for commercial use made in the past ten 
years. It offers a practical comparison between 
an obsolete fluorescent system and a modern, en- 
gineered lighting installation. The relighting of 
Mutual Benefit’s home office was begun in the open 
area statistical offices but has now been extended 
to cover all clerical areas except those located on 
the first floor, where a 26 foot ceiling height re 
quires a different lighting treatment. 


Heavy shadows on the working surfaces (left), caused by inadequate overhead fluorescent lighting in the statistical offices of the Mutual 


Benefit Life Insurance Co. of New Jersey are eliminated (right) by continuous rows of the new shielded overhead fluorescent fixtures. 
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Movie property men like Metwood's room-sized displays 


MAKING OFFICES FOR THE MOVIES 


By Grace Buckley 


* “CAN YOU show us a set-up for an advertis- 
ing executive’s office—a large, very modern desk, 
luxurious furnishings? In about an hour? Fine, 
we'll drop in.” 

The New York movie studio’s property chief, 
telephoning Moe Turman, of Metwood Office 
Equipment Corp., New York, adds, “It’s a rush 
job, a set-up for a millionaire, the big shot of the 
picture we’re shooting. He holds a conference 
of five or six people at this desk, so it must be 
large.” 

Mr. Turman and E. Gilbert have planned and 
furnished so many offices for advertising and 
other executives in everyday business life that 
they can instinctively visualize the luxurious set- 
up that the property man has in mind. That con- 
ference-type bleached mahogany desk, they de- 
tide, has the very atmosphere for the movie 
script’s millionaire executive. The top is sized 
for conference use, as the half-dozen leather 
chairs ranged about the overlapping top suggest 


| in the showroom display. 


Brief instructions are given and soon two mem- 
bers of the store staff start pulling out the furni- 
ture in one of three room-sized semi-partitioned 


| Set-ups carried across the rear showroom area. 


Displays in these 15 x 18 foot rooms, furnished 
to suggest offices of different types with all the 
June, 1948 


latest accessories, can be changed as easily and 
swiftly as scenery is shifted in a movie studio. 
With walls papered in simulated wood effects, 
maple or birch, and floors covered with neutral 
rugs, these are effective backgrounds for fea- 
turing set-ups for rental to movie studios, or for 
purchase by decorators and businessmen. Framed 
pictures that blend with the various set-ups in- 
clude old New York prints, often used in modern 
settings, other landscapes, and American Indian 
figures in warm tones. 

While the furniture is being removed, Messrs. 
Turman and Gilbert have chosen pieces and ac- 
cessories from showroom displays and supervise 
their arrangement in the set-up. The corner 
“office” has been selected for this display, for its 
background of light walls, windows, and Venetian 
blinds. 

When the studio manager and property chief 
arrive, they see a furniture set-up arranged ex- 
actly like those that the cameras would be trained 
on in the huge movie studio. Its segregation in 
a realistic office setting simplifies their task of 
selecting furnishings that will meet the require- 
ments of the art director’s planning from the 
script. 

The conference type desk, they agree, is exactly 
right, and they like the light brown leather desk 
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chair and club chairs. Mr. Turman’s judgment 
was excellent in including a matching leather sofa 
and a coffee table, for this office is to suggest lux- 
ury and comfort. Grouped with these pieces are 
a bleached mahogany telephone cabinet, a lamp 
table with a metal fluorescent table lamp, and a 
bookcase, with various reference works that were 
on hand in the showroom. A cellarette has also 
been introduced, for Metwood knows that there 
may be considerable sociability in a screen story 
office! 

Important 


A movie set-up is important business and al- 
most always calls for some discussion and the 
weighing of fine points of styling. The leather 
desk pad, onyx pen stand, and the chrome tray 
and decanter on the big desk top are splendid, 
and the large glass and amber ashtray is smart 
and appropriate. How about the small silent 
butler beside it? Mr. Turman explains that an 
actual advertising executive, keen about new 
things, would very likely use this silent butler 
as a receptacle for ashes or as a cigarette box. 
The movie men decide that it blends well with 
the luxurious set-up. They look over other ac- 
cessories, displayed with furniture in the show- 
room and also featured on shelves beside the en- 
trance. Small cigarette boxes, shaped like pairs 
of thin, leather-bound books capture their atten- 
tion. These would be tasteful in a modern set- 
ting, they are assured. While accessories must 
be restricted on the desk top so that the actor 
may be clearly seen, they decide to use the 


Part of showroom 


5 


ewe 
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box on the cabinet top in this executive office, 
When the fine points of styling have been 
settled, rental of the set-up, amounting to severa] 


hundred dollars, is arranged. Rental is on qa 
weekly basis, although the pieces may be in use 
only a day or two or may be held for a fortnight. 
Arrangements are made at the same time for 
transportation to the studio by a theatrical truck- 
ing firm at the studio ’s expense. 

The following week, the same property man 
or another may ask for an entire set-up for a 
large financial or insurance office, with many 
metal desks and files. Scenes of this nature with 
skyscraper backgrounds are almost invariably 
filmed in New York for authentic atmosphere. 
One large office set-up that Metwood rented to 
Movietone’s New York studio in wartime included 
twenty-five metal desks and fifteen noiseless type- 
writers for a picture featuring a huge Nazi broad- 
casting studio. 

Authenticity 


Helpfulness in assuring the authenticity of set- 
ups in specialized business or other fields is one 
factor that builds up Metwood’s rentals for 
movies. When, for instance, special forms and 
records must be shown in files or on desks, 
Messrs. Turman and Gilbert consult authorita- 
tive sources, if necessary, to assure correct types, 
sizes, and other details. 

Both property men and customers planning of- 
fices glean helpful ideas from this firm’s own 
compact outer office, a semi-enclosure at one side 

(Turn to page 78) 
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Evolution of a letterhead. This company keeps pace with the latest in letterhead styles. 


HOW'S YOUR LETTERHEAD? 


By Kimball Darby 


* THE CHANGES that have taken place over 
the years in letterhead design prove to be rather 
startling when some of the early examples of 
business stationery are ranged alongside their 
current counterparts. 

Most companies have kept pace with the times 
mM progressively modernizing their letterheads, 
but many business houses are’still guilty of letter- 
head faults ranging all the way from undistin- 
guished appearance to being cluttered up with 
varying kinds of pointless information. 

Up until twelve or fifteen years ago, the floridly 
designed letterhead, complete with company name, 
June, 1948 
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address, product manufactured, trademark or slo- 
gan, or both, a reproduction of the company’s 
plant, and a list of up to a dozen of the company’s 
officers, was pretty common. 

No one can claim possession of an exact formula 
for a good letterhead, but it is generally agreed 
among letterhead designers that there are two or 
three basic “musts” for the perfect letterhead. 
The letterhead must answer the questions “who 
are you?”, “what do you make or do?”, and “where 
can we reach you?” If you can satisfy these three 
requirements and add to them a picture of the 
product, or a trademark, or some other stylized 
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symbol connected with your industry or service, 
you will have the essentials. 

One more desirable item of information for the 
letterhead is a date of establishment. Even if 
the company is only a few years old, such infor- 
mation is useful. As an example, take a small but 
successful machine tool outfit in business, say for 
twelve years. Undoubtedly it is to their advan- 
tage to tell their customers and prospects that 
they were “established in 1936,” thus emphasiz- 
ing that they are not to be classed with transi- 
tory “war babies.” 


Lukens Steel clings to the original theme for 
their new letterheed, but notice the im. 
provement! 


ROBERT W WOLCOTT 


It’s a certainty that too many firms have the 
wrong slant toward their letterheads. An execu- 
tive will say, ‘““Why, we’ve used that layout at the 
top of our letters for a hundred years; why should 
we change?” To which a suitable answer could 
be, “Are you still using production methods that 
you used a hundred years ago? Are you still ship- 
ping your products by canal boat or stage coach?” 

Those who think a change in their letterhead 
design would impair their prestige or possibly 
cause confusion in the ranks of old customers 

(Turn to page 70) 
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Another example of letterhead 


FORT SCHUYLER KNITTING CO. 


MANUFACTURERS OF 


FINE KNITTED WEAR 


NEW YORK OFFICE 
309 FIFTH AVENUE 
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RIGHT: 

IMPROVEMENTS designed to facilitate the copying of im- 
portant papers right in offices and piants were recently announced 
by the American Photocopy Equipment Co., 2849 North Clark 
$¢,, Chicago 14. A built-in dial-controlled filter on their Apeco 
Photoexact Copier further simplifies and speeds up an already 
fast process (60 or more copies an hour) by which a non-profes- 
sional office worker can make phote-exact copies of contracts, 
press clippings, photos, drawings, blueprints, and letters. A hard 
plastic printing surface, another new development, insures the 
absolutely uniform contact between copy paper and original 
which is needed for sharp, clean definition. These improvements, 
plus another feature of the new design which promotes more even 
difusion of light, promise to bring a highly professional quality 
to quick, economical copies made in office surroundings. Ar 
illustrated booklet, “Short Cuts in Office Systems," which describe: 
its use, will be mailed free without obligation to any executive who 
writes them for a copy using his business letterhead. 


ABOVE: 


ELECTRIC CHECK SIGNER, a new model, is the latest product 
from Hall-Welter Co., Inc., Rochester, N. Y. A forgery-proof, ser- 
rated signature is claimed for Chexsigno. The die of each check 
signing officer is a separate unit and only inserted in the machine at 
signing periods. Machine has a claimed signing speed which 
exceeds 1500 signatures per hour, handles all check forms. Priced 


at $225. 


RIGHT: 


RETRACTABLE BALL PEN. Goldplated, it is one of the out- 
standing numbers in the 1948 Wearever line. This item, No. 905 
retails for $1, and is distinguished by fine writing quality. Made 
by David Kahn, Inc. North Bergen, N. J. 
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NEW THINGS 
in the NEWS 


ABOVE: 


PHOTO MAILERS are now being made by the Pierce Co., 
3705 Nicollet Ave., Minneapolis. Available in seven different 
sizes, a feature of this line is an assortment of the four most 
popular numbers, which will give dealers the opportunity of test- 
ing the numbers they wish to stock. A display rack comes with 
each assortment. Window signs are also included. All num- 
bers may be ordered separately or in quantity. Samples and 
prices from the company on request. 


OFFICE MANAGEMENT AND EQUIPMENT 35 


oe ee see ie Me te — oe Oe 
ee cee raya Es = B a F ag ae eae a = a wa. Ss ia |! is —— : - i : 
2 eu wi ls ie ae : wy | 2 é aie _ oral b 
- a 
| a P ; 
| a 
.* q <7 
“ pa 
’ 
~~ wo 
a | 
a3 = 
‘ Pea eo : 
y bine 
' — a ; Ra fe : ‘a Se + 4 4 
— he RE : PRE. gman 7 
all Ee ey : : on ee ee 
s a” eae : Rte BS wis : — ; ‘ 
: . »ese 4 Ge eae F 
j a -~e 7 . ae War \ on 
| ~_— lM 3 yA 
/ Se Fe a or. | 
. 4 6:— 
ee a fF. 
a Sareea v 
i * = “i ; ? “ 
a < l 4 
t ~ 22" Fi wind Vie og é 
lie (- 1~ 
— a O°" s , 
ee 
ee 
mz > 
7 
joe 0) SS 
«- oe é . _ 
> 5 -- 3 aes i x oe) | Fe re = ek ‘Be 4 
a 3 a ans 4 7 Se ey tes eet a ake ix a ee on” , a ae a 


ABOVE: 

NEW SAFE—Cole Steel Equipment Co., 285 Madison Ave., 
New York, is marketing a new safe. Complete with two safety 
vault boxes under extra lock and key, the heavy gauge safe is 
equipped with a Yale 3-wheel screw wedge combination lock with 
three locking bolts. Finished in gray or olive green, the safe 
measures 30!/2 inches high, 1434 inches wide, and 285 inches deep. 


BELOW: 

NEW TANDEM-TYPER, a new vacuum hookup which provides 
for simultaneous operation of two or more electric typewriters with 
an operator at the keyboard of only one. No master record has 
to be cut and each typewriter produces an identical original with 
carbons if desired. Bulletins, reports, form fill-ins, letters, etc., can 
be turned out at multiple speed. 

A typical application is the typing in one machine of a detailed 
bill of material on one department's form while the same data is 
typed on different forms for other departments in the other ma- 
chines. Installation of the Tandem-Typer requires approximately 
4 minutes per typewriter and the installation in no way interferes 
with the independent use of the typewriters. It is made by 
Robotyper Corp., 1850 Ryan Road, Detroit. 
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ABOVE: 

NEW SWIVEL POSTURE CHAIR. Wells Office Furniture Co 
725 South La Salle St., Chicago 5, Ill., offers this new swivel pos) 
ture chair, No. 7605, in oak, limed oak, and walnut finish. The 
height of the back is 14!/2 to 17 inches, adjustable. The back res 
is cotton filled. The 16 by I5 inch No-Sag spring seat is coto 
and moss filled. Back Post is 134 by I'/g inch. Shipping weight i+ 
34 Ibs., packed 2 to carton. 


ABOVE: 

THE SWIVEL FRONT on this aluminum personal file increases 
its portability, reduces its weight and yet retains all the outstané, 
ing features of the all-steel predecessor The item, known as the 
"“Bankette,” is offered in a choice of two colors, green or gf 
baked enamel hammerloid finish. Additional features include é 
secret chamber, 1'/2 inch deep with a separate lock and ley 
twenty file folders; five heavy storage envelopes and a separelt 
lock and key for the main filing space. The swivel front opening 
a full three inches, makes for easier filing and access. Streamlined 
throughout, the "Bankette’’ has rounded radius corners, felt pads 
on the bottom, a strong stee! handle, and is both fire resistant 
and water repellent. Priced to sell at $7.95 retail, one is pacted 
to a carton with shipping weight of about cight pounds, *° 
Chicago. From Maso Steel Products, 500 South Throop St., Chicas? 
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gELOW: 


TRAVERTONE, a new mineral wool acoustical unit, developed 
and marketed by the Armstrong Cork Co., Lancaster, Pa., has an 
onusuel fissured surface which closely resembles Travertine marble 
and provides high sound absorbtion and excellent light reflection 
qualities. The paper back of the product insures a satisfactory 
base for adhesive application and reduces air infiltration through 
the title to a minimum It is rated as incombustible by the U. S. 
Bureau of Standards. Available in 12 x 12 inch and 6 x 12 inch 
sizes with a white, factory-applied finish, the tiles are 34 inch thick 
with a bevel on all face edges. The units can be painted without 
oss of sound absorbing efficiency, and installation can be made on 
any rigid, level surface, the tiles being held securely in place by 


cement. 


ABOVE: 


A NEW DIP PEN DESK SET has been put on the market by 
the Sanford Ink Co., Bellwood, Ill. It introduces the company's new 
3/4-ounce Ink-Well bottle. The new set, known as Sanford's Dip Pen 
Deskette, sells for only $1.50. The Deskette is molded of walnut- 
mahogany Lustron and holds the Ink-Well bottle bottom up. Its 
low center of gravity prevents tipping. The set includes two bottles 
made of hobnail glass. It is packaged in a gift carton 


RIGHT: 

TAKES OVER—Wilson Jones Co., 3300 Franklin Blvd., Chicago, 
has taken over the Bernard line of evelet pliers, staple removers, 
card, cutter, and eyelet and ticket punches. Orders for these items 
will be filled from stocks in Chicago and New York. The addi- 
tion of this popular line of hand punches supplements the W.J. 
line of office punches 


BELOW: 

DUPLICATING INK which is soluble in water, is now being 
marketed by the American Stencil Mfg. Co., 2714 Walnut St. 
Denver. This newly formulated water soluble ink permits imme- 
diate operation of duplicator machines, even after standing un- 
used for days. The ink will not clog or dry in the machine, yet 
will dry quickly on paper. Other unusual features of this water 
soluble “duplicating ink’ is that it will not show through paper 
as much as other inks and tends to reduce offsetting. Clearer, 
quicker-drying copy is possible with this ink which can be used on 
either open or closed cylinders. 


Bitz 
ING It 


Bank: 


ABOVE: 


My IN NEW ADDING MACHINES is this electric model 
A ‘ ary Adding Machine Corp., 1524 North Main St., Los 
ngeles. The new machine has twin total bars, more convenient 
nate Of the correction key. The total bar is added as the 
gmt upper control in a parallel position to the total bar on the 
et side of keyboard. No clearing operation is needed. The 


million-dollar - i ; ” . ' i ae 4 | 
to $9.999.999.99" creases capacity of board. Machine totals — at | 


—— 


“HOOTING Si 
ana 


~ STEMeHS 


June, 1948 


OFFICE MANAGEMENT AND EQUIPMENT 37 


‘< a | ee ” CP ed A: = re ——— | ne te os |. eee A * , i oe 
ae | za a ee a el ee Lee - aon 
er oe eee oo es “4 re :: an Sw 4 eee aii 0 , es 
penn Ae a i Se ee ein i i 
| ; 
| # 
a = 
— ; pif 
= ss » 
- 
= be <“S 
cect en 
Pe ee ee 
= { me So: ar’ % 
| > je oe ¥ <=: : 
eee ge: * 
Re. Ne baa fy : 
“ 3 ie 7 et 
ag Be Te Me + 
is alm 
. 
! 
c= 
en SN 
: 
. \ E 
. . b d Se: 
; ae ; “e * eee ‘ 
i ae oso ‘o*. rae a 
> be a et Gy 
a seN FES a 
a 4 o° ag Se 
‘, » 2 si Se 
‘ = i , ee 
; % “> 4 
= - rs 
x ’ E A - > . 
a . es wrt Gari eS tex 
r > os ee BR as gate = an —— ; ‘0 
e : ‘ Tay = : a aa : < ws R35 Be UPLIC a = >» ; 
EROS pha a bes 4 x — 
. Ee 
— oa aa ) 
eS m B Sure fitt 
3 uN s int : 
| PLICAT 
‘ ee ' ; 5 : pe 
a » : a 
ny 
— a 
|| = eee 
apr ee et 5, RA ales a Cs eae a ae es , ae 
eS : ay y a 3 ile See san pik 1h ae ine ‘a Pues if - ‘elite me en 
Senet ast & oar ret. ” A A i Es gli ial. 3 oe Ee i - ee ee RR ae es, yi ved 


LEFT: 

FLOOR MATTING which combines long wearing resiliency ang 
under-foot comfort is being cffered by the American Mat Corp 
2030 Adams St., Toledo. Known as Corrugated-Sponge rubbe, 
matting, this new product has a '/g inch matting black solid top 
surface whick is applied to a 3/16 inch sponge rubber base. Easily 
cleaned and handled, the matting comes in 36 inch widths and up 
to 25 yards in lengths. 


RIGHT: 

BETTER POSTURE and more comfort are offered by this new 
stenographic posture chair. Outstanding features of the piece 
include the full two inch deep molded foam rubber ‘queen size’ 
seats, its pivotal self-adjusting back with foam rubber upholstering, 
the Taylor four point adjustable posture mechanism for individual 
comfort, and the hinged self-adjusting back. The chair comes in 
quartered white oak: birch, mahogany or walnut finish; gray or 
green finish genuine walnut; with coverings of leather, DuPont 
plastic perforated Cavalon in green or tan, tan gros point or 
maroon or green frieze. Prices range from $55 to $67, depending 
upon the materials used in the construction of the piece. From 


Taylor Chair Company, Bedford, Ohio. 


ABOVE: 

TAPE DISPENSER, an effective new pre-determined length dis- 
penser designed for industrial use and large scale retail packag- 
ing by the Industrial Tape Corp., New Brunswick, N. J. Of par- 
ticular interest to manufacturers whose packaging involves a large 
volume tape sealing operation requiring a definite length of tape. 

By means of a dial located on the side, the dispenser can be 


adjusted to dispense pre-determined lengths of I", I!/2", 2", 2!/2", 
3", 3'4", and 4", the dispenser will accommodate tape in widths 
from '/4" to I". This dispenser can be used with 2592" length 


rolls of cellophane tape only. 

The heavy cast frame and sponge rubber pads on the bottom 
of the dispenser assure stability when the tape is withdrawn. It 
is portable. All moving parts are precision die cast and nickel 
plated. The dispenser is attractively finished in a mahogany shade. 


BELOW: 

FOR TOP-NOTCH PERFORMANCE. Remington Rand, ne, 
315 Fourth Ave., New York, recently introduced this new Delue 
portable. I+ features geared typebar action which assures per- 
fectly aligned type at all times; and a self-starter paragraph 
key which automatically indents five spaces with a flick of a 
finger. The new machine has a two-tone grey finish developed 
by lighting engineers. 
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ABOVE: 

WAGE BANDS, enabling immediate computation of individual 
vithholding tax deductions, thus cutting payroll preparation time 
and cost for virtually any business, have been released by the 
Todd Co., Rochester, New York. Designed for use with the Todd 
Form-Master posting system, the bands are pasted in a special 
blank at the top of the individual earnings record form and show 
ata glance, the proper tax deduction for the wage paid for any 
given period. The bands enable a clerk to post an employee's 
entire weekly record with a single writing without moving the line 
of vision from the form, and are made up in various wage scales 
for each classification. Should a worker's dependency increase or 
decrease, a new wage band is merely pasted over the old one. 


ABOVE: 


PLASTIC STENO CUFFS, popular with women who wear long 
sleeve blouses, are form fitting and transparent. Made by Samuel 
Schwartz, 1025 St. Johns Pl., Brooklyn, the 6-inch snap on cuffs 
with reinforced bindings, retail at 50 cents each. The elbow length, 
pull over type, wrists bound with silk elastic, sturdily reinforced, 


retail at 75 cents each. Both types individually packed in cello- 
phane envelopes, 
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BELOW: 
THE HOODED-POINT PEN is an added creation of the Everlast 


line. Precision-built and streamlined, this writing instrument oper- 
ates smoothly and efficiently with the slightest writing pressure. 
Designed for long-life, sturdy use, the pen is made of plastic 
with irridium-tipped nib and 14k gold-plated trimming. Can be 
had in black, blue, maroon, and grey. From Everlast Co., 644 
Broadway, New York. 


BELOW: 


THE REFRIGERATED BAR—The new and advanced Consol-ette 
presents many new features. When closed a beautiful piece of 
furniture; when opened all the facilities of a bar. One piece 
plate glass mirror across the back of the Formica service sec- i 
tion. Ample ice cubes, locked liquor storage cabinet with auto- 
matic light and natural proof liquor proof finish. Readily plugs 
into any A.C. outlet. Approximately 3'/2 cu. ft refrigerated 
compartment. Solid brass hardware, and not a nail used in the 
entire cabinet. Comes in contemporary and period motifs in 
mahogany, walnut, limed oak and primavera. From the Refrigerated 
Esuipment Sales Corp., 19 West 44th St., New York 18, N. Y. 
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RIGHT: 

THREE-WAY LOCK. A simple tool such as a small screwdriver, 
pin, or even fingernail is all that is required to change the new 
Yale 3-way cabinet lock from a drawer lock into a cabinet or cup- 
board lock, applicable for either right or left hand doors. It has 
a patented rotating cylinder designed by the Yale & Towne Mfg. 
Co., Stamford, Conn., that permits the one lock to be adapted to 
any one of 3 different uses. 


ABOVE: 

LUSTROUS BLACK TENITE forms the bracket of this liquid- 
soap dispenser manufactured by the Bobrick Mfg. Corp., 2619 
Santa Fe Ave., Los Angeles. The glass globe is cemented directly 
into the plastic, so that breakage is minimized. The globe is 
filled from the top. Steel back plate and bracing rod cemented 
and bolted to the body. The dispenser is of the push-up type, 
with a spring-loaded Tenite valve which releases a measured 
amount of soap into the palm. There is no leaking or dripping. 


CODIT coding and decoding system employs an individualized 
plastic tracking disc for use in conjunction with Mail-A-Voice ma- 
chine which makes magnetic recordings on paper or paper-thin 
plastic records. Codit cisc is illustrated in operating position on 
center of Mail-A-Voice turntable, where it guides the recording 
head in its own particular pattern over the surface of the record- 
ing blank. in view of the fact that this same path must be followed 
in order to get an intelligible play-back of the recording, no other 
disc except this particular formula will give the desired results, but 
will give an unintelligible gibberish or scrambling of the spoken 
word, says the manufacturer, the Codit Co., 3535 Dell Trail, Chat- 
tanooga 4, Tenn. 


ABOVE: 

PROTECT YOUR VALUABLES. This deluxe model floor safe. 
produced in three models for home, office, store and business, is 
made by H & W Specialties Co., 532 Broadway, Toledo. Said to 
assure maximum protection, the body is cylindrical, made of seam- 
less, non-rustable steel—I inch thick. Removable heads are hand- 
ened, drill-proof, chrome nickel steel. The safe employs the use 
of two separate relocking devices which automatically locks safe 
from inside when attempts are made to force it open. It is claimed 
that installations can be made in any desired position—in a con- 
cealed location if desired. 


BELOW: 

TYPEWRITER ERASERS that resemble wooden pencils are the 
latest product of the Eberhard Faber Pencil Co., 37 Greenpoint 
Ave., Brooklyn. Called Singlex, the plain model makes it possible 
for the user to sharpen it at both ends in the conventional- 
sharpener. The other model is similar except that it is fitted 
at one end with a brush for sweeping away erasure crumbs. Both 
items are highly polished in a bright green color. 
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BELOW: 


GLEAMING black Vinylite is now used for the new Belle-Vue 
typewriter and business machine covers manufactured by Budlew 
Products Co., 20 East Jackson Blvd., Chicago 4. Vinylite is water- 
proof, dust proof, crack proof, non-inflammable, and resistant 
to acids and mildew. This cover may be folded to palm size. 
The covers are now available for portable, Il-inch, 12-inch, 14- 
inch, 18-inch, 20-inch and 26-inch carriage typewriters, and for 
a large variety of adding machines and duplicators. 


BELOW: 


ALL-PURPOSE sound-on-film recorder-reproducer, the Hartron 
60, manufactured by Frederick Hart & Co., Inc., Poughkeepsie. 
This lightweight unit utilizes 35 mm film to produce a permanent, 
2 hour, non-erasable sound record which can be played back im- 
mediately or stored away for ready reference. All controls are 
visable on outside panel and easy, straight line loading of film 
makes operation of unit a simple job. Fully automatic, the auto- 
start-stop mechanism is an important feature which starts and stops 
the machine at any voice level and permits unattended operation 
and economical film use. Foot switch and earphones are available 
for transcribing purposes and other accessories as well, for every 
recording application. The machine is ideal for conferences. train- 
ing programs and other varied uses. 


RIGHT: 


DOLLAR PEN: This new streamlined item which sells for only 
the being backed by the Stratford Pen Corp.'s national adver- 
ay campaign, via ads appearing in Life, Saturday Evening 
ost, Look, Collier's, and other national publications. The cam- 
ee around a "prize pen" contest with $2,500 going to 
© winning contestant for naming the pen. Contestant must buy 
® Pen to enter the contest, as the entry blank is pre-wrapped 
around the pen. It comes in kelly green, black, coral, light blue, 
sapphire blue, warm grey, and burgundy. 
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Two sides of a new, useful Color 
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pared by Eberhard Faber Pencil 
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ABOVE: 


WIRE BOUND stenographer note books with high quality writ- 
ing paper are available from the Universal Pad & Tablet Corp., 
29 New Chambers St., New York. The covers are of stiff brown 
board. Gregg ruling. 
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RIGHT: 


THE SMALLEST combination telephone amplifier and complete 
loud speaker paging system has been released by the Miles 
Reproducer Co., Inc., 812-814 Broadway, New York, makers of 
Filmgraph permanent recorders-reproducers and Telemike equip- 
ment. The system is designed to permit group loud speaker lis- 
tening to two-way incoming and outgoing local or long-distance 
telephone conversations as well as for paging or calling purposes. 
Two models are made, the smaller one, Model LK, selling at $49.50 
complete and the larger one, Model SK, selling at $59.50 complete. 
Model LK which weighs complete about two pounds and meas- 
ures 2%, by 2%, by 8 inches and comprises the amplifier, four 
tubes, a built-in 2 inch P.M. loud speaker on the right side of the 
chassis and a Miles Telemike—a midget inductor unit which fits 
over the outside of the earpiece of any standard telephone or 
which may be concealed inside the telephone ringer box or inside 
the base of the cradle type telephone. No electrical connection 
to the telephone or its wires is necessary and Telemike is held in 
position by means of two elastic bands (or scotch tape) inserted 
in each unit. 


ABOVE: 
NEW OFFICE TABLE AVAILABLE. The all steel Challenger 


office table with numerous improvements including a handy steel 
drawer is now being presented by Maso Steel Products, 500-32 
South Throop St., Chicago. Available in baked enamel finishes 
of two tone brown or gray. Legs are of smooth I-inch tube steel, 
curved for greater leg room and have solid '/2-inch steel braces. 
Table top is 17 x 30 inches, 27 inches high. The table is said to 
carry over 502 pounds. Packed one to a carton, with new, easier 
assembly, it is priced to retail at $17, f.0.b. Chicago. Shipping 
weight is 21 pounds. 


ABOVE: 
FROM TWO TO SEVEN. The new Presto No. 53-T all-purpose 


paper punch can be adapted to punch from two to seven holes 
with any desired spacing. It comes with three adjustable heads 
for punching three holes. Additional! heads for punching up to 
seven holes are available at 20 cents each. The new punch 
retails for $1.50 east of the Rockies. From the Metal Specialties 
Mfg. Co., 3200 Carroll Ave., Chicago 24. 
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ABOVE: 

WOOD-GRAINED WALL PANELS that provide durable, deco- 
rative wall beauty for office, industrial, commercial and institutional 
use by the Service Products Division, Woodall Industries, !nc., 2035 
Calumet Ave., Chicago. The new “Ser-Wall" panels feature a beau 
tifully finished wood-grained surface plus all the properties of 
tempered Presdwood. 

The unique, realistic wood-graining is achieved in a lithograph: 
ing operation, using a specially compounded graining ink com- 
patible with ground coats and finishing materials which are first 
applied in successive bonding steps. A coating of clear lacquer is 
included to insure the beauty and protection of the surface. 

Ser-Wall Panels are easily kept clean with mild soap and water 
The surface will not peel, chip or crack. No finishing of any kind 
is required. 

Panels are available in a number of sizes from 16 inches x? 
inches to 48 inches x 96 inches, and '/g inch in thickness, with 
beveled edges and scored borders enabling them to be butted 
together and nailed in the score lines. 

Finishes available are cross-fired figured walnut and bleached 
walnut and retail price is about 33c per square foot. 


June, 1948 


P oa ae wal & = A. 
ee aay 
+ a a 
i Pp’ ae ee! ‘ei 
je meee i 
ce: (eee 
y y. deg) ee 
\ oo 4 +> 
; aa « 
i. ~ -— — 
tll wf 
= . : 4 
ny I 7 7 ~~ So, i 
ne § Fa) pa 
ee ’ _ tae Vee A 
a Fe i eee — <7 
Se se =. “ay » ip 
ict — a "ees ee a 
2, oe | ges ; 2 of 
Ee icles arr s . ary AR 5 
—_— a | se a « 
F 4 9. * = 7 & 4 : 
ae i » esi ee 
a Be pit 5 be “ % 
= eee | at 2 Je -- 4 ® , 
eS eet i. Pee “4 : — } 
a : tos) ol S : 
7 P oe le ad “ ee 
= ws as a On 44 
: ‘ a / i 3 ‘ a 
i a 
. ae ij 
a a ‘ 
{oon d 
er j 
i an 
Le . “ 
5 - an fe a 
ne . a 
a a *] 
. a? ee ( 
ie ~ 
A ee — 
= ie ——— . 
_ a gh antes ¢ aa : Ps x } 
. ia ; es ae ae Z 
* ei " fs ¥F 5 si pg ee al } 
; Sw Oe TS | Be i ‘ 
a. i 1 } Fy . aoe ee ae \ ae 
2 5 a Po | 
aa q ae | ie 2 Rey ne 4 
. a ‘hd vie 2 eae i 
a. cr. | 4 ces tas : . 7 i 4 4 
a re 7 ws 7 i i ie. PATE? 5 a. 
es a 8 e Zot * a Po) * = ¥ a: 4 7 iH 
a eo q Re ce 
a @ ie » ; y; 3% ‘pg £ ‘ 
i : roe ee eo wy i. * 4 
t ] hak a ‘ wee ees 4 
: . \ | Bee ee RS Ny) Seas i 
ae 6 “ i Tan Se qa Pi geen 
s ey foe +e it Aya: % : 
: ; os he a 4 - é 6 
f on I ’ ee 73° sna oe Li Soe Lak em 
a ee Ri a8 t RE Rae ; i 
aa a at 8 : = as ite a ae 
| ere. Pt rly Ms e..% i 
: — >» Be tg es : oo eS » * 
we 4 7 oy we 7 id sy tk ut " & 2 ' 
es al tg Pics bE: 
; _ al 27S *.. teh 3) ee oP 
or fos : - ad =a Be Fae 
ar, ie SS 2 ee 
eS “aa = x WO ee oben Be 
| — A ori ® LER, 
te ad ~ r 2 od] 
_ “a a _ a 
Pas a \ 
ge 
r : J — a iN =...“ , 
: + 
in, ‘ j 
Bc * ue 
‘ = 
- oo 
———— 
* a S_ AS SOSSOSE CEOCS SURE 
4 \= NV: — — 
rake 
7 7 : aw " 
v8 Peis nas 
ie a 
| a 
_ — 
ae: : d 
J aa a Ti Be «3 a a oe oe S F 4 a eal . 
hog i, Py Be ee a » eae a =e rs 3 - Om 
ce ral 7 * i i ai Pool: “a Pet “f ey 7’ ia Py. q 
a ‘ ee ee wearer a ¥ « =" Ci. “sag Som ee : 


——————————S—“‘sS' tt” 


rable, dece- 

institutional 
2S, Inc., 2035 
ture a beau: 
properties of 


a lithograph 
ing ink com- 
hich are first 
sar lacquer is 
surface. 

1p and water. 
3 of any kind 


b inches * n 
hickness, with 


to be butted 


and bleached 


June, 1948 


“Price 20% higher in Denver 
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“A NEW DOUBLE-DUTY DESK 
Allows two persons to work efficiently. Each side has two 
large letter size, Air-flo filing drawers . . . operates 
smoothly and quietly. . . . Center drawer tray for pens, 
clips and pencils ... heavy gauge steel construction 
linoleum top and sweomlined aluminum edging. Green or 

“Cole gray. 
\ 


No. T2-1002. 31” high, 55%” wide, 30%” deep $139° 
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FOLLOW BLOCKS 


ADDITIONAL 
MADE FOR 
ANY SIZE 
FILE 


CHECK SIZE —No. 1941L 


Transfer your records into low cost Pronto files and use 
your expensive steel files over and over again. 


STURDY CONSTRUCTION 
So that Prontos will stand abuse, they are built of 275-lb. 
test corrugated board and reinforced with steel not only 
on the shell but at the four corners of the drawers as well. 


SAVE FLOOR SPACE 
They are constructed so that you can interlock them into 
solid units and stack them as high as the ceiling thereby 
saving valuable floor space. 


LOCATE YOUR RECORDS EASILY 
No more need of fussing and fuming. When Pronto files 
are used you can get at all records just as easily as if they 
were in your regular active files. 


BEAUTIFUL APPEARANCE 
Pronto files are beautiful in appearance, finished in an 
attractive olive green. The steel drawer front matches 
your regular active office files. 


N $ ted U Inside Dimensions Price 
as nenassainasalbeit Width Height Length Single Carton 
1210L tletter Size 12% 10% 24 $3.85 $3.75 
1510L tlegal Size 15%, 10% 24 4.85 4.75 
109L Invoices 10%, A 24 3.40 3.30 
108L *2 Rows 8x5 Forms 107s 8%, 24 3.65 3.55 
1941L Drafts or Checks 9% 4% 24 2.60 2.50 
1941M Checks 9%, 4% 18 2.55 2.45 
4 1841L Deposit Slips 8%, 4% 24 2.60 2.50 
‘4 1731L Tabulating Cards 7%, 3% 24 2.55 2.45 
a 1961L Record Cards 9%, 6 24 3.10 3.00 
we 1971L Freight Bills Ve 7 24 3.10 3.00 
a 1851L 5x8 Forms 8% 5% 24 2.85 2.75 
as 1245L *4x6 Cards (2 Rows) 12%, 5 24 3.40 3.30 
103L *3x5 Cards (2 Rows) 10%, 3% 24 3.35 3.25 
104L Checks 10% 4, 24 3.35 3.30 
1212M tledger Sheets 12% 12% 18 5.80 5.70 


*These numbers have divider oartitions which are removable. 
tPacked 6 to a carton—all others packed 12 to a carton. 
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“STEEL FRONT" Storage Fik 


LETTER SIZE 
No, 1210, 


LEGAL SIZE 
No, 15101 


SANITARY BASES 
for all size files 
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Prontos Installed at the Underwood-Elliott Fisher Co. 
row 


PRONTO FILE CORPORATION 
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NEW 
PUNCHED CARD 
INDEX 
SYSTEM 


— 


* A large-scale information indexing system em- 
ploying the new principle of the super-imposition 
of random-like codes with punched cards has been 
invented by Calvin N. Mooers, of Cambridge, 
Mass. 

Called Zatocoding, from the Greek stem. mean- 
ing “to search,” the new development is a method 
of punched card coding that exploits the statisti- 
cal properties of random codes super-imposed up- 
ona single coding field. 

Designed as a method for rapidly and conven 
iently finding all kinds of technical data, informa- 
tion, or reports stored in files of thousands of 
documents, Zatocoding is intended for situations 
where conventional classification and indexing 
methods cannot handle complex specifications of 
subject matter. large technical vocabulary, unex- 
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Sorting the Zatocoding cards 


pected new developments, or changing require 
ments for the system. In a typical custom-de 
signed Zatocoding installation, a search such as 
that for all patents covering the combination of 
Geneve movement, ratchet advancement, and 
chain and sprocket drive may be carried out in 
a few minutes by an untrained clerk. 

In Zatocoding. only one card is made up for 
any report, document, or reference. Each topic 
or idea in the document has a code, and all the 


CODES AS USED ON ZATOCODING CARD 


Crystal Structure ..... 13 25 28 31 
Polarized Light 17 33 34 38 
Microphotography 7 #10 13 16 
Inorganic Chemistry 0 24 #29 #3 
Sodium Bicarbonate 9 18 34 3 
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codes for all the topics of the report are punched 
into the same card. The codes used to designate 
each idea are carefully selected random patterns 
of notches, spread out over the entire punching 
area of the card. 


Superimposed pattern 


If a card already has one pattern of holes 
punched in it representing one topic, a second 
topic can be coded on the same card by superim- 
posing a new pattern over the old one. Several 
independent ideas may thus be coded on the same 
card. If some of the punch patterns overlap as 
a result of one pattern being punched over an- 
other, each separate pattern is still present. 

The principle of Zatocoding is roughly illus- 
trated by the inventor in the following example: 

“Suppose we have a file of 10,000 reports. 

“Each report can be referred to under one or 
more of many different topics. Suppose the total 
of the topics used is 1,500. 

“Suppose for any one report 2 to 7 topics may 
apply. 

“One card is assigned to each report. Suppose 
each card has 40 positions that may or may not 
be punched. These spaces will be numbered from 
1 to 40. 

“Using a list of 1,500 entirely random sets of, 
say, 4 numbers each, like 12, 38, 3, 17, assign 
each set of 4 numbers as the code for each topic 
or idea. 

“For each report punch into the card the codes 
for the topics which apply to the report. 

“Put the cards anywhere in the file. 


“To select information, suppose we want to 
find all the reports bearing on all of one or more 
given topics. First, look up the codes for these 
topics. 

“Select all of the cards in the file which haye 
all these codes. 

“After this small heap of cards has been cop- 
sulted for the information desired. return the 
cards to any part of the file whatever. 


An example 


“To be more specific, suppose that we were to 
code an article such as: ‘The Chemical Extraction 
of Lignin in Paper-Mill Wastes to Prevent the 
Killing of Fish by the pollution of Streams,’ an _ 
article by John Q. Smith. 

“The ideas in the article are: 

“Chemical extraction, 

“Lignin, 

““Paper-mill wastes, 

“Killing of fish, and 

“Stream pollution. 

“With these ideas coded into the card, this ref- 
erence would be selected at any time that a request 
was made for any idea or ideas in this document. 
An industrial chemist could find it by looking up 
Chemical extraction and Lignin, a sanitation engi- 
neer could find it by Stream pollution and Paper- 
mill wastes, a research engineer studying by-pro- 
ducts could find it under Lignin and Paper-mill 
wastes, a person interested in conservation could 
find it under Stream pollution and /or Killing of 
fish. 

(Turn to page 68) 


Sample of card used in Zatocoding 
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Frank Hoffman, new president of Systems & Procedures Association 


% THE convention of the Systems & Procedures 
Association of America, held May 21st-22nd at 
the Hotel Barbizon-Plaza, New York, the first na- 
tional convention of this organization, was an 
interesting and stimulating event, with many ex- 
perts in the systems field contributing worthwhile 
ideas. 

Jerome Barnum, Bigelow-Sanford Carpet Co., 
Inc., addressed the convention on “Better Man- 
power Utilization through Proper Systems Plan- 
ning.” Ellis Riker, head of the Planning Section of 
the Department of Taxation and Finance of the 
State of New York, spoke on “Some Unusual 
Punch Card Applications and Collection of In- 
come Taxes and Payment of Veterans’ Bonus in 
New York State.” Robert E. Shull, of Socony 
Vacuum Oil Co., and chairman of the Office Stand- 
ards Committee of the National Office Manage- 
ment Association, discussed “Standards Multiply 
Your Effectiveness.” 

William A. Gill, director of the Organization 
and Procedures Division of the National Security 
Resources Board, had as his topic, “Considerations 
in the Development of Correct Solutions.” George 
A. Hornberger, director of the Work Simplifica- 
tion Program of General Foods Corp., covered the 


subject of “Work Simplification in Action—a 
Case Study.” 


June, 1948 


Systems & Procedures 


Associations 


First Convention 


Robert E. Lee, Chief of Investigative Staff, 
House Appropriations Committee, talked on “Dol- 
lar Detectives.” Paul A. McGhee, Dean of the 
Division of General Education of New York Uni 
versity, discussed “The Role of Colleges and Uni. 
versities in Systems Work.” Abraham D. Beame, 
assistant director of the budget of the City of 
New York, outlined “The Development of the 
Management Program for New York City,” and 
Clifton H. Cox, industrial consultant, discussed 
“How to Secure Supervisors’ Cooperation in Sys- 
tems Work.” 

Frank Hoffman, of the Printing-Standards and 
Charting Division of Standard Oil Co. (New Jer- 
sey), was elected as president of the association, 
succeeding H. Kenneth Marks, of J. K. Lasser 
& Co. 

Raymond B. Crean, of Baldwin Locomotive 
Works, and Arthur Journay, of Jordan-Marsh 
Co., were elected first and second vice-president 
respectively. Joseph G. Nagro, of Birdseye-Sni- 
der Division of General Foeds Corp., was elected 
treasurer, and D. Wirth Jackson, of the New York 
Naval Shipyard, secretary. Directors elected are: 
Walter L. Alves, Rexall Drug Co.; W. K. Minor, 
Standard Oil Co. of California, and A. L. Mettler, 
Electric Storage Battery Co., Philadelphia. 


H. Kenneth Marks, the retiring president 
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Burgess Smith 


*% “TALKING CHECKS”—with sound tracks 
that will reproduce authenticating words or 
sounds if the check is genuine or that will shout 
“Forger!” if the check is fraudulent or altered 
—may be the next scientific barrier to be thrown 
in the path of check crooks. according to Burgess 
Smith, director of research for the Todd Co., 
Rochester, N. Y.. manufacturers of fraud-pre- 
venting checks, check writers, and check signers. 

The principle of the “‘talking check” was solved 
by Mr. Smith in his laboratory long ago, he says. 
Additional research to make the principle com- 
mercially applicable can be completed within a 
relatively short time, whenever the demand arises 
among banks and other organizations handling 
large volumes of checks. 

Among the problems not yet completely solved, 
Mr. Smith states, is that cf printing the sound 
track in such a way that it cannot be photo- 
graphed or otherwise fraudulently reproduced. 
Another is the economical production of the ma- 
chine to convert the sound track into audible 
sound. 


Forgery on increase 


“Check forgery is constantly on the increase, 
along with the growth of the use of checks.” Mr. 
Smith states. “While L. M. Todd many years ago 
made an important advance in the science of forg- 
ery prevention through the invention of the me- 
chanical check signer, the time will come when 
more advanced safeguards may be necessary. A 
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MAKING 
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(new style) 


sound track seems to be the logical way to sup- 
plement or supplant either pen-written or ma- 
chine-made signatures.” 

In addition to the constant need for anti-forg- 
ery science to keep ahead of the check criminal, 
Mr. Smith said, coming mechanical and electronic 
methods of sorting checks in banks and clearing 
houses—which will not allow time for a clerk to 
examine each check visua!ly—may demand the 
sound track as a means of authentication. 


"Can and will be done" 


“It can and will be done.” says the man who 
nearly thirty years ago invented Todd’s Protod- 
Greenbac check paper, with invisible VOID’s that 
spring to the surface if alteration is attempted. 
“Sufficient experimental work has been done i0 
prove that it is entirely practical. When the loose 
ends have been ironed out and the demand makes 
it advisable, we will be ready to produce the talk- 
ing check.” ; 

Former special technical assistant to the direc: — 
tor of the U. S. Bureau of Printing and Engrav- 
ing, Mr. Smith has been in charge of research 
for the Todd Company since 1918. Most of the 
secret inks and printing processes—and evel 
some of the presses—used in the manufacture of 
Todd checks are his inventions. Robert C. Ruark 
devoted his whole column to Mr. Smith one day — 
recently in the Scripps Howard newspapers, call- 
ing him “one of the most valuable old gentleme! 
in the country.” 
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*% NUMER 10 of this series is devoted to stapling 
machines and related tools, and storage cabinets 
and closets. Originally. we had hoped to present 
a lot of information on steel shelving, but in the 
course of our inquiries we learned that fabricators 


G) 


WHAT'S AVAILABLE NOW? 


are still far behind on deliveries because of con- 
tinued steel shortages. 

The July article will cover payroll and book- 
keeping machines, and information on rubber, 
cork, and asphalt tile floor covering. 


STAPLERS AND TACKERS 


Ace Fastener Corp., 3415 N. Ashland Ave., Chicago 13 
No, 502 Aceliner, 402 Pilot Fastener, and others 


@ The Aceliner staples, tacks, pins, and can be used as 

a hand plier. Made of steel, chromium plated, and comes 
with black and walnut tops. 

Ace Fastener also makes the No. 202 Scout Fastener, the 

e) No. 702 Clipper Plier, and the No. 600 Ace Staple Remover, 

which last has been redesigned to give it additional strength. 
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The Aceliner 


Arrow Fastener Co., 30 Maujer St., Brooklyn 6, N. Y. 
Arrow 105 


@ Recently introduced. Stapling machine. Loads 105 
man who standard staples, and is a combination stapler, plier and 
s Protod- tacker. Precision locked mechanism; all working parts are 
)ID’s that locked in exact position; all chrome finish. 
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The Arrow 105 
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Bates Mfg. Co., 30 Vesey St., New York 7 
Bates Stapler Model B 


@ Dimensions 7” long, 342” high, 1 to 2” wide. Steel 
throughout except for plastic handle. Sprayed and baked 
exterior finish. Interior parts cadmium-plated to prevent 
rust in any climate. 

This stapler makes its own staples from a continuous spool 
of rust-proof brass wire, over 5,000 staples in one loading; 
does not use preformed staples—no way for two staples to 
become lodged in the channels thereby clogging the machine. 
The machine is equipped with a two-way anvil—that is, for 
permanent and temporary fastening. The staple being small, 
it saves file space and yet it is sufficiently large for 95% of 
all stapling work. 


Bates Model B 


Bostitch, Westerly, R. |. 

Model B8 Personal Stapler 

@ Made of steel with a plastic detachable base and a plastic 
knob. Throat depth of the B8 is 25%” (there are special 
models available with 12” and 18” throats for work where 
the staple must be applied a long distance in from the edge). 
Manufacturer says its low cost permits everyone in the office 
to have a stapling machine, saving the time and annoyance 
of borrowing back and forth. Claims it will do all the work 
that the conventional type stapling machine will do and at 
about 14 the usual cost. Accurately made for long service. 
By snapping off the plastic base on the B8, this machine 
becomes a small stapling plier which can be held and oper- 
ated in the hand. Quick loading—all parts accessible. 
Model B5 

@ For those who want a large size stapling machine. 
Rugged construction; loads easily through a door in the 
front with a strip of 210 staples. Made of steel throughout 
except for plastic knob. Can be converted instantly into a 
tacker by swinging the base back. Throat depth of B5 is 
414”. (Turn to next page) 
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Bostitch “2C 

@ For heavy duty stapling such as stacks of vouchers, re- 
ports, and other records. Operated with a hand lever which 
provides penetrating power. Obtainable with a movable 
clincher to make a very flat clinch, or with a solid clincher 
which makes a rounded clinch. Made of steel throughout, 
and has a 5%” throat. It is available to take a large variety 
of staple and wire sizes with leg lengths of 14", 38”, or 14”. 


The Bostitch B8 


Bostitch Model EHFS 

@ Floor or motor operated stapler for departments or 
offices which have a considerabie volume of stapling work. 
This model can staple groups of papers up to approximately 
33” thick and can apply the staple along the edge or in the 
fold, as in the case of small pamphlets. Other models of 
stitchers, staplers and tackers available. 


Consolidated Wire Products Co., 145 Spring sf., New York 
Mercury, Sr. and Jr. 


@ Sr.—full length loads 210 staples, length 812"; Jr.—loads 
105 staples. Length 612”. All steel construction. Triple 
chromium-plated. Stapling head removable without tools 
to expose channel from end to end. Immediate removal of 
any jammed staple or foreign substance in channel. 

Can be used for pinning, temporary fastening and regular 
stapling. Base can be easily removed to create a regular 
tacker. Manufacturer claims only machine with removable 
head to expose channel from end to end. 


Consolidated Mercury Sr. 


E. H. Hotchkiss Co., Norwalk, Conn. 
5L Stapler 


@ Die cast base, and hardened steel working parts. Large 
knob. Rubber feet prevent slipping and scratching. Steel 
housing keeps out dirt. Temporary or permanent clinch. 
Loads 210 standard staples with 12” crown and 14” base. 
Finished in black crackle lacquer and nickel. Three simple 
steps required for loading. 
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The Trojan 
@ Hotchkiss’s newest model stapling and tacking ma- 


chine. This is a one-hand operated device which is lighter in 
weight but comparable in strength to previous models, It 
will handle staples with three different lengths: 14”, 5/16”, 
and 3s”. By a simple adjustment, the tacker can be made 
to handle either .025 or .050 gauge wire staples. The tacker 
weighs 2712 ozs. and the grip fits the hand. Staple slide 
fully enclosed to keep out dust and dirt. 


Hotchkiss Trojan 


Hotchkiss Combination Staple Remover and Letter Opener 
@ Length 5”, with gradually rising sides. Highly polished 
steel blade. Flat plastic handle in black, ivory, green, and 
red. Slip the blade under the crown of the clinched staple, 
slide blade forward, extracting the staple without harming 
papers. 


Staple Remover—Letter Opener 


Markwell Mfg. Co., Inc., 200 Hudson St., New York 13, N.Y. 
One-handed Lever Tacker, "RH" and "RU" Tackmaster 


@ Height 5’, length 7”, width 34”, weight 22 ozs. All steel. 
finished in smooth baked cobalt blue. Rugged construction 
though light in weight and compact; simple to load. Con- 


Markwell's Tackmaster 
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tains large staple chamber. Has remover for extracting 
staples from wood. Tackmaster has safety lock and can be 
slipped in pocket in compressed position. Fully automatic 
lever type, one-hand operation. Uses either 3/16” or 5/16” 
leg staples. “RH” model uses flat wire staples; “RU” model 
uses round wire staples. 

Well balanced and therefore requires slight pressure to 
operate which permits continuous operation over a period 
of time for production jobs, and enables women to operate 
without undue strain. Because staples are ejected close to 
front of Tacker, work can be done in close and difficult 
corners. Close tolerances minimize staple jams. Handle 
does not vibrate or “sting” when operator is driving staples. 


Metal Specialties Mfg. Co., 3200 Carroll Ave., Chicago 24 
Presto No. 40 Stapler 

@ Dimensions 55” long, 342” high, 244” wide. Loads 105 
standard staples. Chrome finish with palm-fitting black 
plastic cap. Soft rubber base all over for quiet operation 
and to protect desk top. Manufacturer claims “Guided Ac- 
tion” principle prevents staples clogging or jamming—the 
staple is firmly supported 3 ways as it is forced through the 
papers and clinched. Can be used as a tacker by swinging 
the body back from its base. Comes with full chrome finish 
(40CH), or in gray enamel finish with a colored plastic 
cap (40GE). 


Metal Specialties’ Presto 40 


Neva-Clog Products Co., Inc., Bridgeport, Conn. 

Neva-Clog Stapling Plier, Model J-30, J-60 

@ Flat, compact shape to fit conveniently into desk drawers 
or person’s pocket. Takes a strip of 105 DJ-340 staples. 
Model J-60 identical to J-30 plus feature of choice of perma- 
nent stapling with clinched staple, or temporary stapling 
_ a spread staple. Same capacity and type of staple 
as J-30. 


Neva-Clog's J-30 
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Speed Products Co., Inc. 
Swingline No. 4 Stapler—Crackle & Chrome Models 
@ Dimensions: 2 1/16” wide, 4%” high, 812” long. 

Materials: all steel body, zinc alloy base, rubber cap and 
feet, brass sheave. Streamlined body. 

Finish: the chrome model has a chrome body and a 
painted base. All internal parts are cadmium or nickel- 
plated. The sheave remains unfinished. Has the open 
channel, which provides 4 second loading, and exposes staple 
channel for easy access. Automatic opening and closing of 
the staple channel protects against dirt and moisture. Has 
“stroke control” which prevents release of the second staple 
before the first has hit its mark. Third feature is that all 
moving parts are hardened for long wear; precision built 
for jam-proof operation. 

Loading: When side latch is pressed forward and the head 
swung back, the staple channel is exposed for quick, easy 
loading. Has a 3-way function—it staples, and pins, and 
tacks. For tacking, press the latch under the base and 
swing top back into tacking position. For temporary pin- 
ning, push the anvil back and the staple bends out for tem- 
porary fastening. Swingline uses all standard staples; new 
extra-sharp Speedpoint staple, of 100% round wire for 
strength, pointed for penetration, is available. 


The Swingline No. 4 


Swingline No. 3 Stapler 

@ Dimensions: 2” wide, 3%” high, 6” long. Materials and 
finish same as No. 4 Stapler. Has shorter length than No. 4 
model, 214” throat, and uses 1% strip (105) standard staples. 
Swinaline No. 4P Stapler 

@ Dimensions: 7%” wide, 3” high, 634” long. Materials: 
all steel with brass sheave. Finish: outside surfaces painted. 
All internal parts cadmium or nickel-plated. Sheave re- 
mains unfinished. Compact hand plier. Weight in center of 
palm for tireless use. Has tacking adjustment. Uses all 
standard staples. 

Swingline No. 3P Stapler 

@ Dimensions: 34” wide, 3” high, 4” long. Materials and 
finish same as 4P Stapler. Same construction, materials as 
4P, but has shorter throat depth of 2”. Uses 1% strip (105) 
of all makes of standard staples. 

Swingline Desk Tot Stapler 

@ Dimensions: 114” wide, 3” high, 534” long. Materials: 
all steel parts, except for tenite base and cap. Finish: all 
internal parts cadmium or nickel-plated. External grey 
crackle painted finish. Smaller Swingline model. Same 
mechanism as the larger model without the pinning feature. 
Loads 125 genuine Tot staples. Good for home and school 
use, and all light stapling jobs. Has unique open channel 
easy-loading feature, and lightweight tenite base and cap. 
Swingline Pocket Tot Stapler 

@ Dimensions: 5s” wide, 2%” high, 4*%4” long. Materials: 
all steel. Finish: internal parts cadmium. External parts 
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midget 
Uses 125 genuine 
Also comes with finger 


grey crackle, painted finish. 
member of line. 
Tot staples 


Small plier model. 
Converts into a tacker. 
Handy pocket stapler. 

ring—for easy handling of machine. 
Speedmatic Compression Tackcr 

@ Dimensions: 11/16” wide, 5*s” high, 6 15,16" long. Ma- 
terials: all steel; rubber hand grip. Finish: external—black 
painted and nickel-plated. Internal—cadmium or nickel- 
plated. Powerful one-hand staple gun, with the famous open 
channel quick-loading feature. Has stabilizer in the form of 
a movable bracket at rear of tacker, which holds it steady 
and can be quickly shifted to‘either side for close-to-wall 
jobs. Handy red re-load signal at side of tacker warns when 
time to reload. Drives staple within 1/16” in corners. Uses 
3 sizes (3/16, 14, 5/16) chisel point, heavy-gauge staples, 


and does adequate stapling job on wood. composition board. 
and many heavy-weight materials. Has Comfort-Grip for 
long use. Light-duty driver spring for light-duty work 
on customers’ request. 


No. 13 Heavy Duty Stapler 

@ Dimensions: 2 1/16" wide. 4 1316" high, 7°,” long. 
Materials: cast zinc alloy body and base, rubber feet, al! 
other parts steel. Finish: external crackle 
painted finish. Cap nickel-plated. Internal parts cadmium 
or nickel-plated. Heavy-duty stapler for heavier than usua! 
stapling jobs. Penetrates tough materials beyond the limita- 
tions of light weight. Loads 3 sizes of high carbon wire 
staples, and runs from a penetration capacity of 40 to 120 
sheets. 


parts—gray 


Has non-jamming stroke control. 


STORAGE CABINETS 


All-Purpose Metal Equipment? Corp., 254 Miil Si., 
Rochester, New York 


Steel Shelving 

@ Adjustable on 2” centers. Heights 33” to 93” in one 
foot increments, standard widths and depths. Heavy gauge 
steel. Olive green baked enamel is standard, though special 
finishes are available. Bolted construction, easy to assemble. 
As pictured, cover-plates for corner angles are available 
making units attractive in the office for bookshelving or sta- 
tionery and supply storage. Units may be assembled to 
make ledge-type shelving. Unit pictured is 9” deep. 36” 
wide, and 5’3” high. Price, $21.59, f.o.b. Rochester, N. Y. 


All Purpose Metal Shelving 


Art Steel Sales Corp., 300 E. 145th St., New York 51 
Storage Cabinet No. 1600 


@ Dimensions: 24” wide, 3642” high, and 16” deep. Grey 
finish only. Flush lock—key in lock acts as handle. Rigid 
construction, heavy gauge steel (20 gauge for body of cabi- 
net, 22 gauge for doors). Has two shelves which are not 
adjustable. 


Art Steel's 1600 


Berger Mfg. Div., Republic Steel Corp., Canton 5, Ohio. 

Double Door Storage Cabinet 

@ Dimensions 36” wide, 78” high, in depths of 18” or 25; 
4 adjustable shelves. Strongly constructed to withstand hard 
usage, being made of heavy gauges of steel properly re- 
inforced. Finishes are standard platinum gray, olive green, 
grain walnut or mahogany. Lends itself to “knock down” 
shipment, and easily erected. Doors and pan type reinforce- 
ments the full length and are fitted with flat key lock, oper- 
ating 3-point mechanism. Have chromium-plated cast-steel 
door handles. Available in single door, with 4 shelves 24 
x 18” x 18”. 


Combination Storage Cabinet 
@ Half for storage of supplies and half for coats with full 
width top shelf. Dimensions 36” wide, 78” high, in depths ef 
18” or 25”. Double door. Available in single door. 
Cole Steel Equipment Co., 285 Madison Ave., N. Y. 17 
Steel Storage Cabinet, No. 349L ; 
@ Dimensions 3712” high, 30” wide, 1842” deep. Sturdily 
constructed of heavy gauge steel. Double doors reinforced 
and equipped with a 2-way locking device controlled by 4 
paracentric lock. Two adjustable steel shelves. Olive green 
baked enamel finish. Price $45. 
No. 349S 
@ Dimensions 371%” high, 30” wide, and 18” deep. Can be 
used as a bookcase. Two adjustable shelves. Heavy gauge 
Steel. Price $27.50. 
No. 400 ; 7 - 
@ One door, desk-high storage cabinet. Dimensions 40% 
high, 20” wide, and 24” deep. Sturdy construction heavy 
(Turn to page 57) 


Watch for July's article, covering payroll and bookkeeping machines and office floor coverings. 
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Want sharp, clear prints? That's exactly what 


you get with Kodagraph Contact Paper. It repro- 
duces letters, documents, forms, drawings, in dense, 
highly legible black on pure white. That’s because 


of its entirely new 
emulsion on high- 
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Kodagraph Contact Paper 


Want prints that stay flat? 

An important feature with Kodagraph 

Contact Paper: it comes out of the 

package flat—won’t curl, coil, wrinkle, 

or buckle in processing, mailing, or filing. 
All of which traces back to Kodak research 
~t0 special new emulsion and paper char- 
ateristics that result in smooth, attractive 
pints—negative and positive. 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 


Nail Coupon for FREE ook 


p------------- 


Want prints on time? “Ready when 
ordered” can be a reality with Kodagraph 
Contact Paper. Because it’s uniform—same 
exposure, same processing, package after pack- 
age—no time-wasting 
trial-and-error. And be- 
cause it has wide latitude 
—few make-over delays. 


Want all this with your present equipment? 
This is another big advantage of Kodagraph Contact 
Paper. Operators use the same equipment they've always 
used —the same photocopying 
technics. Nothing new except the 
paper ... and the results! 

Write for details, 


Eastman Kodak Company 
Industrial Photographic Division 
Rochester 4, N. Y. 

Please send “The Big New Plus” 
—your booklet about Kodagraph Contact Paper 
and the other papers in the Kodagraph Line. I have 
direct process [] blueprint 2) contact printing equipment (0. 
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One of a series of messages to help you increase your understanding of business paper advertising, and its effect on your busines, : 


Ever hear of a salesman 
who knew how to sew? 


Sms THERE WAS a young salesman who took a job 
with a company that makes electric blankets. He 
figured he could sell those blankets a lot better if he 


knew how to make one. 


So he spent enough time in the factory to learn 
every step in their manufacture — cutting, wiring, sew- 
ing and all. The experience proved so valuable that 
today the company requires every salesman to make 


one of the blankets he sells. 


That sounds like such a good idea that maybe it 
could work both ways. Let the production man learn 
something about how they sell what he makes. The 
result should be a better job in both departments, 
for producing and selling have one important thing 


in common. Both thrive on mechanization. 


In the manufacture of a sale, for example, it usually 
takes five separate operations to find a prospect and 
convert him into a customer. To expect the salesman 
to perform all five would be like manufacturing the 
product itself entirely by hand—slow and far toocostly, 


So the salesman depends on a machine to take over 
part of his selling job. Finding prospects, arousing 
their interest, creating a preference for his company’s 
product or service—all these operations must be mech- 
anized if sales are to be manufactured at a profit. 


Advertising is the machine that puts selling ona _ 
mass production basis. And in the business press— 
with its tremendous concentration of hand-picked | 
readers—the machine operates at its highest efficiency. - 


Just how efficiently does business paper advertising work? If you'd like to 


Office Management and Equipment 


is one of the 129 members of The Associated Business Papers, 
whose chief purpose is to maintain the highest standards of editorial 
helpfulness—for the benefit of reader and advertiser alike. 


OFFICE MANAGEMENT AND EQUIPMENT 


see some examples, we'll be glad to send you a recent ABP folder on actual 
results. Also, if you'd like reprints of this advertisement (or the entire series) 
to show to others in your organization, you may have them for the asking. 
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MOLI 


7 PERFECT QUALITIES 
READABILITY, DURABILITY, CLEANNESS, MANIFOLDING, 
NONCURLING, UNIFORMITY, and ADAPTATION 
TO ALL MACHINES for PERFECT CARBON COPIES 
THROUGH 
7 GRADED COATINGS IN EACH BRAND 


Kee Lox New Process Formulae combine permanent intense colors with hardest of vegetable waxes, these 
do not change or deteriorate like lower priced materials, consequently can guarantee sustained uniformity. 
For samples in any one of the 7 BRANDS or 7 COATINGS, contact your nearest Kee Lox Branch. 


Kee lox, Manufacturing Co. 


Rochester 1, N. Y., U.S. A. 


DOMESTIC BRANCHES: Atlanta, Baltimore, Birmingham, Boston, Chicago, Cin- FOREIGN BRANCHES: Buenos Aires, Cordoba, Rosario, Tucuman, Argentine; 
cinnati, Cleveland, Dallas, Denver, Detroit, Houston, is, Kansas Adelaide, Brisbane, Melb Perth, Sydney, Australia; Carbon Paper Supply 
City, Los Angeles, Louisville, Memphis, Miami, Milwaukee, Mi li Co., London, Birmingham, Edinburgh, Glasgow, Manchester, Newcastle, Leeds, 

Leicester, Liverpool, England; and Belfast, Ireland. Export Dept., Rochester 1,N.Y,, 
U.S. A. Cable Address: “Keelox Rochesterny.” 


polis, New 
Orleans, New York, Omaha, Philadelphia, Pittsburgh, Portland (Oregon), Roch- 
ester (N. Y.), St. Louis, Salt Lake City, San Francisco, Seattle, Toledo, Tulsa. 
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gauge steel; door reinforced and equipped with a 2-way 
locking device, controlled by a paracentric lock. Three ad- 
justable steel shelves. Olive green or Cole gray crinkle 
finish. Price $35. 

Standard Steel Equipment Co., 117-20 14th Road, College Pt., 
Long Island, New York 

Slim Jim Utility Cabinets 

@ Dimensions 24” wide, 72” high, and 18” deep. Con- 
structed of heavy gauge steel, chrome handle, 3-way lock- 
ing device, with Yale lock and keys. Olive green baked 
enamel finish. Shelves adjustable on 2” centers; can be 
turned into a wardrobe cabinet. Single door type. 

Small Parts Cabinet, No. 18S.P. 

@ Dimensions 36” wide, 13” high, and 12” deep. Heavy 
gauge steel construction. Olive green baked enamel finish. 
Contains 18 drawers (each with 2-drawer dividers). Every 
drawer and drawer divider has its own individual label 
holder. Good for small parts that are needed close at hand. 
Shipped nationally, set up. 

Parts bins (Made to specifications) 

@ Basic unit 12” deep, 36” wide, and 87” high (including 
a 3” base). Made of heavy gauge steel; olive green baked 
enamel finish. All-around 1” adjustment enables planning 
of exact parts bin needed. “New rapid clip” assembling 
method simplifies the setting up of these bins. Heavy duty 
equipment at moderate prices. Special parts bins circular 
and “easy to order” form can be had upon request. The 
basic unit is ordered, plus as many shelves, bin dividers, 
bin fronts, drawers, etc., as are required. This is a special- 
ized type of shelving—can be ordered as standard basic unit, 
or to specification. 


—— 


Above, left: Berger Mfg. Div.'s double door storage cabi- 
net; right: Cole's Model 349L storage cabinet; and below: 
the Slim Jim storage cabinet of Standard Steel Equipment Co. 


ADDENDA 


Visible Records 


Boorum & Pease Co., 84 Hudson Ave., Bro 
os ™ oklyn, N. Y. 
Multiple Unit Visible Equipment " 


“f Made for 2 and 3” Cap., Binders in Standard Lengths 
%2"-15%"-1814". Table is tubuiar constructed and stream- 


dune, 1948 


lined to hold 400 lbs. Made in neutral grey to match grey 
used by desk and cabinet manufacturers. Back made to 
hold up to 5 Binders and special to accommodate more where 
required. 

Binders are the efficient Automatic Hinge Shift Standard 
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ADDENDA 


Boorum & Pease Visible Prong Binder with the automatic 
shift lock—laminated warp-proof boards—catches and 
latches of hardened heavy-gauge steel—heavy steel angle 
plates for protection against warping fibre or distortion-- 
built-in label holders—heavy-gauge rustless steel rims for 
outside covers with inside covers of one-piece flexible 
leather. 

Indexes either printed A-Z tabs or insertable celluloid with 
built-in equalizers providing a flat writing surface anywhere 
on a bank or sheets. Provides the efficient system for all 
types of records for business, including stock control, sales, 
production, accounting, etc. Any record in a Multiple Unit 
Visible installation is readily accessible and can be located 
in a minimum of time and effort thereby increasing the pro- 
ductivity of clerical personnel. High speed and efficiency 
in record keeping requirements. 

In addition to the Multiple Unit type of housing Loose- 
Leaf Visible records it is also available in individual units to 
accommodate any number of records required. 


Below: Some of Boorum & Pease's Multiple Unit Visible Equipment. 
Right: The Yorkaire, Console Model room conditioner of York Corp. 
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Air Conditioning 
York Corp., York, Pa. 
The Yorkaire, Console Model 
@ Room conditioner. Cooling capacity 9,000 cooling units 
(B.T.U.’s per hour). Motor size *4 hp. Dimensions 295,” 
high, 3242” wide, 1973” deep. Ample cooling capacity to con- 
dition air in rooms and offices up to 500 square feet or 20 
x 25’ with normal ceiling heights. 

Rotary dial switch turns the unit on; simple finger-tip 
adjustments regulate the cooled air to the individual's taste. 
Quiet operation—the entire cabinet which houses the re- 
frigerating mechanism, is acoustically lined and all motor 
parts are spring-mounted. Has 4-way directional control 
of air flow by means of discharge grilles which can be ad- 
justed quickly for individual preference. Pump-out control, 
adjustable, allows instant replacement of stuffy air. Amount, 
of fresh air brought in from outside can also be regulated. 


Yorkaire, W-ndow-Sill Model 

@ Cooling capacity 7400 cooling units. Stale air exhaust 
140 cfm. Motor size 34 hp, hermetically sealed. Dimensions 
1434” high, 2614” wide, 174%” deep. Four-way directional 
air-flow grille. Gives filtered air. Quiet operation. Ad- 
vanced cooling coil design of multiple corrugated fins, stag- 
gered tubes. 
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What the Office Manager Expects of Top Management 


x JAMES W. REES, assistant vice-president 
and personnel director of Pure Oil Co., Chicago, 
outlined the requirements of the office manager in 
this way to 600 business executives attending the 
recent annual Seminar sponsored by the Office 
Management Association of Chicago and North- 
western University : 


The Organizational Needs of the Office Manager 


“1, Management leadership having integrity 
and capacity which merits respect for the com- 
pany in its community and from within its in- 
dustry. 

“2. A management philosophy in proper per- 
spective as to its responsibility to stockholders or 
owners, employees, and the public. 

“3. Top executive sufficiently cost conscious to 
recognize the need for scientific office management 
by centralizing control of office services and re- 
lated activities under one individual. 

“4, Clearly defined authority and responsibility 
for office management functions. 

“5. A channel of communication that keeps 
the office manager informed on pertinent and im- 
portant affairs of the company. 

“6. Responsibility for disseminating office pol- 
icies and information affecting employees report- 
ing to or clearing through the office management 
division. 

“7. Complete support of his judgment in ex- 
ercising authority assigned so that he will have 
fully backed authority commensurate with respon- 
sibility. 

“8. Management that is receptive to new ideas 
and improved methods. Also one that is fair and 


LAWRENCE A. APPLEY 


@ Pictured is Lawrence A. Appley, 
former deputy chairman and executive 
director of the War Manpower Com- 
mission, who has resigned as a vice- 
president of Montgomery Ward to suc- 
ceed Alvin E. Dodd as president of 
American Management Association. Mr. 
Dodd, AMA chief executive for the past 
twelve years, has been elevated to the 
newly created post of honorary presi- 
dent. 

Problems currently confronting Ameri- 
can industry in labor relations, finance, 
organization, technology, executive de- 
velopment and planning are being dis- 
cussed by management leaders at AMA's 
annual General Management Confer- 
ence in New York at the Waldorf As- 
toria June 9th and 10th. 


open minded toward any reasonable means to im- 
prove the relationship between management and 
the employee group. 

“9. Management consultation on all items 
affecting office personnel such as compensation, 
hiring, intra-company transfers, promotions, etc., 
together with any matters pertinent to office 
operations, including layout, forms, procedures, 
and those covered by established or proposed of- 
fice policies. 


“10. Finally, and no doubt you would put this 
first on your list, the office manager expects top 
management to provide him with adequate staff 
and facilities and to compensate the position in 
an amount comparable with other executives of 
the company holding positions of relative author- 
ity and responsibility. 

“Top management has a dual responsibility that 
must be equitable as between the owners of the 
business and the employees who operate the busi- 
ness. They must insure a fair return on the in- 
vestment of the owners as well as provide adequate 
compensation, employee benefits, proper tools for 
the job, good working conditions, environment, 
etc. 

“Lowered productivity of clerical workers offers 
a fertile field for cost reduction. Many companies 
became so accustomed to wartime standards that 
output of efficient clerical operation has either 
been lost sight of or completely forgotten. 

“True, we still have more than our share of ill- 
trained, sub-standard workers, but even though 
the labor supply continues restricted, we cannot 
justify present costs.” 
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% WE have all heard and at times approved or 
perhaps almost worshipped the old saying, 
“Knowledge is power.” 

We often see this statement carved on school 
buildings, for in education we have often deluded 
ourselves into believing that it is true. But knowl- 
edge alone, as basic and important as it is, is not 
power, it never has been power, and it’s a safe bet 
that it never will be power. Knowledge, of course, 
is essential. We must have it. Without it we can- 
not understand the past history of the business 
with which we are associated, we cannot properly 
appraise what is happening in the business world 
today, and we cannot look with sureness into the 
future. Knowledge, therefore, is a vital need of 
everyone in business, but it is not power. Know- 
ledge alone will not keep the wheels of industry 
turning, adjust labor-management disputes, or 
bring an increase in salary. Knowledge locked in 
men’s brains or embalmed in annual and research 
reports is not power. Knowledge becomes power 
only when it is brought out of the many hidden 
recesses where it may be found and put to work. 
It is the use of knowledge that is power. The best 
that can be said of knowledge alone is that it is 


Art of Speaking Effectively to Employees 


Excerpts from an address by W. Hayes Yeager, Chairman, Department of 
Speech, Ohio State University, at the 1948 Conference on Personnel of the 
American Management Association 


potential power. It becomes power only when it 
is put to work in a good cause. 

Personnel directors, and most other executives, 
to do their jobs properly, should be able to make 
almost every kind of speech. They should be able 
to pay tribute to employees, to make speeches of 
introduction, presentation, and welcome. They 
should be able to make speeches celebrating 
achievement in their organizations, speeches ex- 
plaining policies and procedures to employees, 
speeches to create goodwill among employees, 
speeches to inspire employees to greater effort and 
higher achievement, and speeches to persuade em- 
employees to adopt new attitudes toward manage- 
ment and to approve and carry out new policies, 

Each of these speech types requires a somewhat 
different plan and procedure. In addition to 
speechmaking before audiences of various sizes, 
executives should be effective speakers in inter- 
views and small group discussions. 

Personnel directors, of course, vary a great deal 
in their ability to handle their jobs successfully, 
as do people in every profession and vocation. It 
would be interesting to discover whether the best 
personnel directors are strong in their ability to 


Stockholders of International Business Machines Corporation inspecting the new IBM Selective Sequence Electronic Calculator, 
following their recent annual meeting at the World Headquarters Building in New York. Pres. Watson introduced F. E. Hamil- 
ton, Senior Development and Research Engineer, who directed design, construction and assembly of the Calculator, and W. H. 
Reid, of the Department of Pure Science, who demonstrated its operation. 
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a There is an easy way to make sure of having the _ larger system or have special problems, your Globe- 
N. H. papers you want when you want them. The G/W __ Wernicke dealer will gladly make a free survey and 
“Safeguard” Filing Outfit is simple to install, a give you helpful advice. 
snap to operate. With five minutes’ explanation For complete satisfaction from your filing system, 
anyone can file and find swiftly and accurately. be sure to get the time-saving and energy-saving 
“Safeguard” Outfits come ready-packaged for GlobeArt STEEL FILES, precision built for 


one to four drawers of letter-size filing. Guides, feather-touch operation. Ask your G/W dealer to 
folders, labels, everything—including an easy-to- demonstrate today—or mail coupon. 
follow instruction sheet—is there. If you need a 


FREE ee ee 


j The Globe-Wernicke Co. | 
| Find-i-tis* Booklet—amus- / ® i Cincinnati 12, Ohio 

| ing, easy-to-read, ae / FIND Nay Dept. GOM 6-8, Norwood, | 
| packed with facts that sim- i ee j ind-i-ti 
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Office Managers 


e IT INCREASES EFFICIENCY 


e IT COSTS LESS 
e IT LASTS LONGER 


Kil-Klatter absorbs shock . . . makes fast 
typists faster. Kil-Klatter reduces noise . 
enables everyone in the office to finish more 
work with less wear on the nerves. Dentproof 
top, skidproof bottom. Fits all typewriters and 
many other office machines. 


AT YOUR STATIONER’S OR 
OFFICE SUPPLY DEALER 


AMERICAN HAIR & FELT CO. 
The Merchandise Mart, Chicago 54, Illinois 


KIL-KIATTER | 


THE SCIENTIFIC TYPEWRITER PAD 


e 
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_ parison of employees’ answers to seven questions 


the unit that liked the company least. 


| Nae 
This is a better-than-average company 


-must know his work and his organization inside 


communicate. I can’t at the moment prove this 
to be true, but I believe it is. 

Houser Associates report a recent employee at. 
titude survey which throws some light on the gep- 
eral problem. This survey was concerned with 
measuring employee attitudes in a number of sep. 
arate units of the same company, each under jts 
own manager. The separate units were almost 
identical in size, location, type of work, pay, hours, 
and working conditions. The survey measured the 
variability of the performance of the managers, 
each of whom had his own methods of handling 
his people in his own ways of presenting and 
interpreting company policies and _ operating 
methods. 


What they think 


The survey results showed the usual wide dif. 
ferences in employee attitude and morale from 
unit to unit. Here, in summary form, is a com- 


in the unit that liked the company best and in 


Unit Unit Dif- 
ay ae ws ad fer- 
Best Least — ence 


 MeengetIe L. 


UN og. ce citer in eex oe eine 2 95% 65% 30% 
This company treats its employees 

better than most other companies do 77% 43% 34% 
I am proud of working for this com- 

BEE 63s Vad annewelusia na tess Sea es 86% 39% 1% 
The morale of the people here is fairly 

DN, Of WOTP MN 6c. csscascesdvasts 91% 26% 65% 


When I am corrected or have my work 
criticized, this is usually, or always, 
done in a friendly and helpful way.. 100% 43% 51% 
When I do some unusually good work, 
78% 


I usually, or always, get recognition 
sk gk Se pee eee 91% 13% 
As a person to work with, my boss is 
better than average, or one of the 
NG NE Sars Samad ease nis seee 96 100% 26% 4% | 


Employees in both of these units were working 
for the same company, under the same policies, 
doing the same types of work for the same pay, 
following the same methods. Only the bosses and 
their methods of administration were different. 

These figures reveal both where the best and 
worst jobs of communication were being done, 
and they probably reveal also where there is fill 
knowledge of the business and its operations and | 
where that knowledge is largely lacking. 

In addition to staff and space, two things aré 
necessary in the operation of a personnel depart: 
ment or any other department if it is to function 


| smoothly, and perform its best service—knowl ( 
_ edge and the ability to use it effectively. 


The personal director, and every other manager, 
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Dif- } Style-Master Associate Desk 
fer- } (Size 60” x 30”). Other sizes 
ence and styles available. ay 
30% : 
34% a : 
4% ro... 
65% fe - 
is » B \USE: each desk saves 1% square feet of space. You can put | 
more desks in a given space. | 
, TBM 
SE: these desks are built to get things done. Every inch of | 
, UN the top is in easy reach. Full size, easy sliding drawer units are 
xine arranged for efficient working use. You adjust height to best 
orkin ; nie : ; 
litle working position and there is plenty of legroom for working comfort. 
iat ‘ “Y and E” construction pays you dividends in extra years of 
3 . . 
ifferent. handsome service. From the baked-on Neutra-tone Gray finish to the 
yest and attractive metal corner caps these desks are built for long hard wear. 
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Nothing is more irritating than a balky caster that 
sticks and scrapes every time you move vour chair. For- 
Bassick 


. specifically designed to 


tunately the cure is simple — and permanent 


“Diamond-Arrow”’ casters . . 
swivel easily, roll smoothly, and give long, trouble-free 
service. 

You'll do yourself a favor to equip your chairs with 
Bassick “‘Diamond-Arrows”’ . the choice of quality 


chair manufacturers . . . because: 


@ their FULL-FLOATING ball-bearing swivels have an exclusive 
double action that makes them swivel s-m-o-o-t-h-l-y and silently. 


@ their great structural strength and low over-all height means maxi- 
mum durability. 


@ their wheels have self-lubricating bearings . . . no squeaks for life! 


@ they are offered in two types of wheels . . . “BACO” resilient 
rubber tread for protection to floors... ““ATLASITE” tread of durable 
phenolic for top service on rugs and carpets. 

Ask your dealer for ‘* Diamond -Arrow’”’ 
casters 


~ os 
Ro 
wee 


specify them on your next 
new chairs. THE BASSICK COMPANY, 
Bridgeport 2, Conn. Division of Stewart 
Warner Corporation. Canadian Division: 
Stewart-Warner-Alemite Corporation, Ltd., 
Belleville, Ont. 
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_ personal interviews. 
rector has the ability to make effective speeches, 
, he does not have to depend upon subordinates who 


out and, equally important, he must be able to 
communicate his knowledge to both employees 
and top management. A considerable part of his 
communication to both employees and top man- 
agement should be in the form of speeches. A 
good speech saves time. It may reach hundreds 
or thousands of employees, while a_ personal 
interview reaches only one. Think how long it 
would take to give the same information con- 
tained in a half-hour speech to 500 employees in 
Also, when a personnel di- 


often are weak in their ability to communicate, to 


| get his company’s story to the rank and file. When 
' the personnel director is an effective speaker, he 


can tell the story himself and be sure that it 


_reaches employees in the form he wishes. 


All of my study and experience leads me to 
believe that there is no stopping the man who has 
both knowledge and the ability to communicate it 


' through speech. 


_ AIA Holds Mid-Year Meeting 


The American Institute of Accountants, national pro- 
fessional society of certified public accountants, named John 
L. Carey of New York to fill the newly-created post of 
executive director. at the mid-year meeting of the council 
at the Grove Park Inn, Ashville, N. C. 

Mr. Carey, 
since 1930, will also continue as managing editor of the 
institute's monthly publication, The Journal of Accountancy, 
At the meeting, also. Hildreth T. Winton, New York, was 
named administrative secretary of the institute. 

The more than 100 members in attendance also passed 
a resolution urging the United States Senate to preserve 
the right of taxpayers to be represented before the Tax 
Court of the U. S., by certified public accountants and other 
qualified non-lawyers. 


who has been secretary of the organization 


Telephone Units Displayed 

Two large telephone convention display units, designed 
for easy assembly and disassembly without damage to com- 
ponent parts, were introduced recently at the Ohio Tele- 
phone Convention by the Stromberg-Carlson Company, 

Rochester manufacturers of communications equipment. The 

units will be used for similar occasions in more than a score 

of cities this year and will travel 20,000 miles before re- 
turning to Rochester. 

Perennial participants in state telephone 
| Stromberg-Carlson has been faced with the problem of 
shipping and setting up displays with as many as 60 individ- 
ual parts. Prior to the development of the new units, mor 
rate packing for later assembly in hotel rooms was required. 
Damage and breakage ran high ard after each showing the 
exhibits had to return to the home office for repair or re 
placement. 

The two units—one for telephone instruments, the other 
for Stromberg-Carlson’s XY dial switching equipment—aré 
completely self-contained in hardy 6 ft. by 4 ft. by 1 tt. 
cases easily handled by two men. Shelves automatically 
unfold to reveal an attractive display of telephone equipment 
and parts permanently attched. Test shipments proved en- 
tirely satisfactory and the units were sent directly from the 
Columbus gathering to the Illinois Telephone Convention. 
The units were built by Regent Specialties, Inc., of Rochester 
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It's no exaggeration to say that this August Purchasing Guide 
issue of your own magazine, will be a boon to you busy men. 
It should become your constant year-round consultant for 
information on lines and sources of office machines, equipment 
and supplies of every kind. It is the only reference directory 
published exclusively for top office management executives. It 
will be complete and expertly compiled. Watch for your copy. 
You will want to preserve it. 


MANUFACTURERS OF OFFICE EQUIPMENT 


You are requested to make your display advertising, in this 
issue, as informative and descriptive’as possible. Remember that 
this PURCHASING GUIDE issue will be a continuous parade 
of products across the desks of volume users for a full twelve 
months. [It will have a distribution of over 10,000 copies— 
2,000 extra copies over our regular monthly circulation. 
Advertisements for the PURCHASING GUIDE issue can be 
accepted up to the final deadline, July 15, 


GEYER PUBLICATIONS, °° cer von ns” ten 


” Also Publishers of Geyer's Topics, The Gift and Art Buyer, 
Sports Age and Trade Directories. 
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ELIOT nce 


better-looking letters... 


increase efficiency— 


with Mylar Sibbons 


HEN YOU CONSIDER the salary of a good 
Waa a cost of her desk. type- 
writer and other equipment—typewriter rib- 
bons represent only a minute fraction of the 
cost of a letter. So the difference between the 
cost of the best and the poorest ribbon is 
almost too small to measure. 


When you consider performance, you'll find 
a tremendous difference between Stylewriter 
Ribbons and ordinary ribbons. Stylewriter’s 
extra length means extra mileage and fewer 
time-wasting ribbon changes. Because of Style- 


writer's extra length, each typed spot has 


more time to recuperate than in ordinary 
length ribbons. 

Stylewriter’s Silvertip keeps fingers clean when 
ribbons are changed. 

Stvlewriter’s fine fabric—thin, but tough as 
nails—produces neater letters and sharper car- 
bon copies. 

Your letters are your salesmen. Give them 
that extra touch of good grooming with Style- 
writer Ribbons. 

Stylewriter Ribbons are sold by leading 
stationers and office outfitters everywhere. 
Ask for a demonstration. 


The Carter’s Ink Company 


Cambridge 42 ¢ Boston, Massachusetts 
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The Sturgis 920 has four form fit- 
ting adjustments—has the wonder- 
fully ingenious Follow-Flex backrest 


All metal parts are Bonderized to 
protect the finish for years to 


To the boss said the girls 


in the office: 


and urge us! 


We wouldn’t be worn out 


from sitting 


| 
“It’s useless to needle | 
| 
' 
| 


If you'd let us sit 


on a Sturgis!” | 


follows the body through 


every seated movement. For day- 
long efficiency, seat your office 
staff on Sturgis 920’s. 


Price shown is for Versilan. 


Mohair velour, duchess cloth and 
leather upholstery are available at 
slightly higher prices. | 


POSTURE CHAIR CO. | 


Sturgis, Michigan 
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NEW CODING SYSTEM 
(From page 46) 

“By this method this one reference on one card 
can be found by describing the contents of the 
article in many ways. With these five ideas, there 
are thirty-one different types of request that wil] 
yield this one card. This is equivalent to having 
thirty cross-reference cards in a standard card 
catalog to satisfy all natures of requests for this 
simple article.” 

Zatocoding uses but one card for each article, 
document, or reference. All of the cross-refer. 
ences are on this one card. 

While Zatocoding is said to be applicable tp 
any type of punched card, the Zator Co., 40 Gro. 
zier Rd., Cambridge, Mass., the company promct- 
ing Mr. Mooers’ invention has developed a special 
card and a means of sorting them. Each card 
is an ordinary 5 x 8 inch index card that is free 
on both faces for information—written, typed, 
printed, or pasted on. Each card may bear the 
complete information record, an abstract of the 
record, or simply a reference to a periodical or 
document. The top edge of the card is used for 
coding the topics by means of punches. The sort- 
ing device can sort on any number of holes from 
one up to the whole capacity of the card. These 
cards can be easily sorted by an untrained clerk 
according to any complex specification at the rate 
of over 500 cards per minute. Thus a file of 10- 
000 documents can be scanned and all of the perti- 
nent articles selected in less than 20 minutes. 
Zatocoding is recommended by the inventor for 
any complex file containing up to 100,000 docu- 
ments. 


Royal Promotions 

M. V. Miller, president of the Royal Typewriter Co, 
2 Park Ave., New York, announced recently the appoint- 
ment of David B. Starrett as vice-president in charge of 
sales for all products of the company. 


Friden Achieves Immediate Delivery 
A recent issue of Friden News, company organ o 

Friden Calculating Machine Co., San Leandro, Calif. is 
given over to an interesting account of the rise of this com- 
pany in the calculating machine field since its establish- 
ment in 1934. 

Pictures and text gives the reader a knowledge of the 
company’s history, and of the extensive facilities which now 
make possible immediate delivery of Friden products. 


WAA Cuts Staff, Seeks to Place Personnel 
Personnel officers and placement services of private 
industry seeking experienced men and women in admins- 
trative, technical, sales and merchandising fields are invited 
by N. T. Shelton, Personnel Chief of the New York Regional 
Office of the War Assets Administration, to contact ™% 
division for many eligible applicants, released because “The 
WAA is selling itself out of business and must make drasti¢ 
cuts in its staff,” Mr. Shelton says. ; 
All inquiries should be addressed to his office at 40 Wall 
St, New York. telephone WHitehall 3-3640, extension 195. 
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Save Time... fa’) 


coaien gxamuaee 4 Save Steps ee &Y 
Cut Costs! ) 


Executive decisions and production problems swiftly, 
clearly carried to the key men in your organization to be 
executed and solved immediately. FLEXIFONE is quality 
engineered and built... modern and functional in design 
to meet your demand for a lightning-fast method of 
intercommunication. Choice of several models with 


% = i. pe capacities up to twenty connections. 
OFFICIALOR 
SUPERVISOR MASTER STATION &y 


INTERCOM 


SPEAKER 
STATION 


OPERADIO 
Dept. OM-68 


€ literature as checked: 
Intercommunication 


MFG. ¢ °o. 
St. Charles, 111, 


Please send fre 
D FLEXIFONE 


OD Make SPPOintment to discuss = me Broadcasting 


City r needs 
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Models of streamlined 
beauty —of unmatched effi- 
ciency and sturdy, ser- 
vice-giving construction. 


More style, more metal, more strength. 
Sharpens standard size pencils. Has 15 
cutting edge, twin milling BOSTON speed 
cutters. Nickel plated or transparent 


) ~<-Boston KS 


More style, more metal, more strength. 
Streamlined, BOSTON Speed Cutters, 
8-pencil size guide — nickel plated or 
transparent receptacle. 


BOSTON 


PENCIL SHARPENERS 


C. HOWARD HUNT PEN COMPANY 


SPEEDBALL PENS HUNT PENS 


LETTERHEADS 


(From page 34) 


should be reminded that it isn’t necessary to make 
drastic changes in a letterhead; the copy of a 

new letterhead of an old established company 
| might still employ its original thematic materia] 
(though on a reduced scale), and be a refresh- 
ing change. 

It’s surprising how a big organization will over- 
haul its trucks every two or three years, or make 
equipment replacements whenever they consider 
it necessary, without thought of expense, while 
ignoring completely the value of smart, modern 
| letterhead layout in impressing people. 

Examination of some thirty or forty sample 
letterheads of clients of the R. O. H. Hill Co, 
New York letterhead producers, recently con- 
vinced me that for the most part letterhead users 
are alert to the value of a well-planned letterhead, 
Others will insist on carrying over into the new 
job a feature that makes good design difficult. 

For instance, samples of some customers’ letter- 
heads indicated a reluctance to abandon or change 
a symbol or decoration which definitely “dated” 
the letterhead. A cherished item of decoration 
can be preserved but re-drawn to give it the spirit 
of today. 

It used to be customary tu have a design in both 
bottom corners of the sheet, sometimes with addi- 
tional copy along the bottom border. Besides be- 
ing usually wasted advertising effort, there is the 
strong possibility that this will further clutter 
up a sheet of paper that has all it can do to accom- 
modate the correspondence. There are times when 
a lower corner design is permissable, designers 
feel, an instance being a design in one corner 
commemorating a company’s twenty-fifth anni- 
versary, which would be eliminated when the an- 
niversary year was up. 

A circumstance affecting the letterheads of 
many industrial companies is the fact that they 
want a picture of their plant reproduced. This 
predilection for picturing the plant is believed %0 
have had its roots in New England, the nation’s 
oldest industrial section. New England compat- 
ies very often have been owned by a single family 
for generations, and each generation has been 
_ proud to feature the growth of the family enter 
_ prise in this way—sometimes to the extent of tak- 
ing up about a third of the letterhead. Down 
through the years, this practice has spread far 
beyond the borders of New England. 

It shouldn’t be inferred that pictures of build- | 
| ings on a letterhead are undesirable, but the mod- 
ern formula calls for restraint, where a company 
| feels that such a reproduction is essential. More 


| 


often than not, an illustration of a building will, 
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ed 


A pleasant 
efficient place to work 


Steel Age desks are equipped with 
adjustable gliders for leveling on un- 
even floors, and to adjust height in 
any degree from 29" to 30¥a". 


Courtesy of Insul-Mastic Corporation, Pittsburgh, Pa. 


Sth Age DESKS 


are comfortable, efficient and attractive 


That’s why so many experienced buyers specify this quality line of craftsmen-built 
metal desks. Just right in height, self leveling, no-glare finish, generous leg room, 


finger-touch action drawers—plus the most modern in expert design and workmanship. 


buy STEEL AGE 
-and you buy the best ! 


ff a i a ae a. Ok oe of 
ar eit a Shei cate ae a ee ers) Sage Th a 7 a BE, e 
. ft: ; eee # my ‘ 4 i aoe i ¥. > . i x 
a4 
2 
ee | 
: 5 acca i sponges ; = i game cam anata NS ee 
Be: : wy Wie —% ois ‘ , 
Re s . « a P - % fb pn Yeti: = 
{ = 3 a . > £ : ie, y , es aN €. PY tees 7 ey 
; ee. i © 7. * , rs : 4 
_— | a) ? a és a, ‘ 
v -. Peay ied ee ee a <err oe : 3 p Pi i * . 
= “i & “oa ee , etl asm. e. ‘ tat ‘ ee i. : ore 
t iy wee ee ee Ue ee > Ae / zs weiccetes ‘ q 
es a ae ee ee AS OS Se — Ye, | a 
eS acs ee eee ay ae t pt 
. el * ee 7 est Se 2 ian roe ae ES ; 1 
ti; se i = ae eet § 4 . , >. S en es jg be . E ve ae ‘ be “ : 
h ee eae a i) ae a Je aac = Ba 8 
ots 2 4 bo ee ak oe ~ ae ~ 5 eee i P - * 9 ia 
; / ee. eg - . I > oe : 
| A Fe : y oa ls a : —< ae: ee 7 a ‘ ; : 
J fal ee — a; Os es ey ie ; Rah ger ee , 
Ss Oe ee Soe a ft a “§ 
ie _—. ) ) OC OOO Oe | 
Sey if a ; ee ig oe : : “on 
q thi : wma @ 5 = ‘é 3 Z< = = a. <o% i ime Bo — ag Me, - ae , . 
; < 2 a og Eee 3 aa 4 ie : ~ Fa sae og 5 ca a - ™ 
«aa ou aaa i eal yp <a eT ae ee on. nn 
; He, = ae sed ae a ia is 
’ 2S. an oy me Og 7 
f $ ae os ee 4 | al ana F 
: Pn. ee ee ; Pa lt(it‘ i= 
4 f Pees a : ie i — on is 
: se: ets 8s ae: et 7 ‘a : : -— 4 ; _— 
: — me <8) | ee he amg eS oS : 
i ee Cee Om ey a * gga ix i i te eS a. 
} ee 
| ee 
} 
— —— 
: on ee 
| — , ~ ——— 
E Steet CY) ee 
bi ee 9 ah “re * ay 
t \ 4 
' 3 
ae Ct«é«éRY! PENA i ieee. 
a | ene 
» 1948 OFFICE MANAGEMENT AND EQUIPMENT 71 
aes —_ = 2 i 5 Sa a | coe: ees i es! co ee a tapes aK > 


SITE do it twice 


when once is enough? 


however, smack of the old-fashioned, because of 
poor design. 
It’s still felt to be a good idea for banks ang 


insurance and trust companies to have an ills. 


tration of their building on the letterhead, be. 
cause the picture of a substantial, imposing edj. 
fice—home of the organization—helps build cop. 
fidence in its financial soundness. Schools, too, 
are wise in picturing their buildings, since the 
parents of prospective students are deeply inter. 
ested in the safety and modernity of the physical 
equipment. 

Naturally, the quality of conservatism must 
be considered in many letterheads. Manufactur. 
ers or vendors of pharmaceutical, chemicals, or 
certain personal products are careful usually 


about this. A flashy letterhead for an organiza. | 
tion in these fields might tend to have a disquiet- | 


ing effect on the company’s clientele. This is true 
of course of banks and other financial institutions, 

Letterheads should be examined periodically to 
the end that basic information concerning that 


company is always presented in an artistic, mod- | 


ern manner, and in complete harmony with the 
spirit of the industry or field to which the organi- 
zation belongs. 


File Executives Elect 

The File Executives Association of Philadelphia, which 
meets the second Tuesday of each month at the Robert 
Morris Hotel in that city, held its annual election of officers 
on May 11th. 

The following were elected: Miss Belle Rudolph, York 
Corp., president; Miss Mildred Austin, Penna. State Employ- 
ment, vice-president; Miss Grace Yoder, Penna. Dept. of 
Public Assistance, secretary; Miss Margaret deF. Tracy, 
Drexel & Co., treasurer. 


Dr. Hopf at OEA Meeting 


Dr. Harry Arthur Hopf, one of the country’s foremost 
authorities on management, was the principal speaker at 
the May meeting of the Office Executives’ Association of 
New York (NOMANY), held at the Belmont Plaza Hotel 
recently. The meeting marked the retirement of David E. 
Griesemer, Babcock & Wilcox Co., Inc., as president of the 
chapter, and the election of R. L. Forster, Ebasco Services 
to the organization’s top post. 

Dr. Hopf, reporting on his lecture tour through the four 
Scandinavian countries, had nothing but praise for the Fin- 
nish people in their efforts to avert domination by Soviet 


Russia. Norway, Sweden, and Denmark, too, came in for | 


praise from Dr. Hopf, who told of their thirst for knowledge 
in the field of management. The fruits of applied manage- 
ment were vital to these small countries. “Without them, 
he said, “they’d go under.” 

Other men elected to office for the coming year were H. B. 
Roth, Continental Casualty Co., and E. L. Helm, Shell Oil 
Co., Inc., vice-presidents; J. P. Davidson, E. I. DuPont de 
Nemours & Co., Inc., treasurer; and Edith Harper, Scott 
Foresman & Co., secretary. 


Another event of the evening was the presentation of two 


chapter fellowships, to H. J. Kelleher, New York Housing 
Authority, and F. W. Thober, Metropolitan Life Insurance 
Co. The presentation was made by L. E. Gillet, American 
Chicle Co. These awards entitle the recipients to an office 
management course in the college of their choice. 
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Transo One-Piece Window Envelopes completely 
eliminate the inefficiency and expense of Double- 
Addressing letters and envelopes—for the letter 
address IS the envelope address, clearly visible 
through the transparent Transo window. By elimi- 
nating costly Double-Addressing, Transo window 
envelopes slash office costs dramatically. 


Transo One-Piece Window Envelopes offer decided 
cost and convenience advantages over other win- 
dow-type envelopes, for with Transo there are no 
loose edges to snag inserts and boost stuffing costs 
...No separate windows to come unglued . . . no 
weak point to burst or puncture. 

Designed for mailing correspondence, invoices, pur- 
chase orders, checks and all other business forms, 
Transo One-Piece Window Envelopes effect such 
remarkable savings that users often say— 


“Our Transo window 
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envelopes don't cost us a penny!” 


Today, check the number of envelopes 
addressed in your office, then take a look 
at Transo and save money! 


For the fact-packed story of cutting costs with Transo One-Piece Window Envelopes, 
write for Transo’s FREE booklet, “Right This Way . . . For Savings.” 


THE ORIGINAL 


TRANSO ENVELOPE COMPANY 


NORTH KIMBALL AVE., CHICAGO, ttt 
OFFICES FROM COAST TO COAST 


you’d SEE how much 


Double-Addressing — 


costs you every day! 


<3 


eR dee ie  * 


ae 


10 Second Transo Quiz 
For Businessmen... 


Huge Prizes in Lower Office Costs! 
FILL IN 


Hundreds of envelopes ad- 
dressed in your offices 


MULTIPLY BY 


$ Average hourly wage of your 
stenographers 


EQUALS 


$ Money you lose through 
costly Double- Addressing! 


A top-notch typist can address 100 en- 
velopes an hour . . . but even if she could 
do 1,000 an hour, she'd still be losing 
money—for Double-Addressing letters 
and envelopes is nothing but waste mo- 
tion! Transo One-Piece Window Envelopes 
eliminate costly Double-Addressing. 


: c 4 meee nee Lee oo 


ONE-PIECE WINDOW ENVELOPE 


MB i 
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Essential Stationery Supplies for HOME, SCHOOL & OFFICE 
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Aameee 


Dennivow Saode 


IN OUR OFFICE 


MY if UW, Wha 


/; _ Tabs, Air Mail Labels in con- 
”) YY venient pac’ ages, Address Labels, 
fi! and Gummed Reinforcements are 
. just a few of the many Dennison 
Z 
ff! 
7 


, products for which we have a daily 
yl 


need. I don’t see how any modern 
office can afford to be without these 
Dennison handy helpers.” 


No matter what your business may be, you can 
run it more smoothly, more efficiently, and more 
economically by using Dennison Goods. Dennison 
has a complete line of tags, labels, seals, mending 
tape and many other paper specialties designed to 
help you save time and avoid mistakes in office 
procedure. Dennison Goods are on sale at leading 
stationery counters everywhere. 


SALES AND PURCHASES 


By W. T. KELLY, JR. 
Vice President, American Brake Shoe Co. 
Highlights from an address, “Sales-Purchasing Relation. 


ship,” delivered recently at the Valley Purchasing Agents 
Association meeting in Youngstown, Ohio. 


% BUYER-SELLER relationship is as old as hy. 
manity. It was a full blown business in Biblica] 
times ; it can certainly be said without fear of cop. 
tradiction that it is one of the foundation stones 
upon which our free enterprise system stands to. 
day. The right and ability of every buyer to freely 
select the source of supply of his own choosing js 
an important part of this system and the real spur 
to competition. 

The full employment and full pay envelope 
which we have known since 1939 have caused un- 
precedented demand for food, clothing, and other 
consumer goods to continue at the same high level, 
There has, therefore, been no necessity to devote 
time, energy, and mental effort to rebuilding this 
buyer-seller relationship and like everything else 
subject to lack of attention it begins to fall apart. 

Generally, I think the purchasing side of this 
equation has fared better than the sales end. 

Sales departments were not only depleted nu- 
merically during the war, but since they have 
largely spent their time trying to pacify customers 
whose needs they were unable to fill in a satisfae- 
tory manner. Only in rare instances have they had 
to sell their product in any positive way. 

The necessity to sell will soon be with us again. 
Being able to furnish quality material at proper 
prices will not be enough. The company that se. 
cures the business will have a better sales force 

Also, I think we can make up our minds to the 
fact that the good job we did for some company 
when the stuff was hard to get will not carry us 
forever. 

* * 

What are we going to do about rebuilding this 
purchasing-sales relationship? We must rebuild 
and reeducate both our purchasing departments 
and our sales departments. 


cg * 1 


On the purchasing side we must 

1. Completely get over writing blank checks. 
We must reestablish the true functions of pro- 
curement which are 

(a) to provide equipment, materials and sup- 
plies needed to carry on business, 
to have right materials in the right place 
at the right time, 
to strive to have enough but never 100 
much, 
to become inventory conscious again and 
realize that most surpluses have to be eaten 
and that a decline in price during this proc 
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YOU CAN MEET EVERY FILING PROBLEM 
WITH THESE FILING FEATURES! 


Four Heights ie which to choose 
Finger Touch Control sie Lock Compressor 
Ball Bearing, suitaltaae Drawer Suspension 
Big choice of Drawer ies and Dimensions 

Welded hindi Steel Construction 
Choice of ies Smart Colors 
Exclusive inact Safe Units 
° 


EXCLUSIVE CONCEALED SAFE UNIT! 


A patented feature available 
only to Invincible users be- 
cause only the INVINCIBLE 
line of metal filing cabinets 
has them! It offers guaran- 
teed security for 
your valuables 
and papers in 
your home or 
in your office. 


COLORS 

@ Standard Olive 
Green 

@ Rich Walnut 

@ Gorgeous 
Mahogany 

@ New Modern- 
aire Gray 
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Yes — Invincible Files have everything you need 
to meet any filing problem. Whether it’s corre- 
spondence, or any of the myriad of record cards 
and forms — there’s an Invincible File drawer com- 
bination to accommodate them. What’s more, sci- 
entifically designed inserts and compressors assure 
you the easiest, most efficient filing you've ever 
known. For complete information on these out- 
standing files, see your dealer or write: INVINCIBLE 
METAL FURNITURE COMPANY, Manitowoc, Wis. 
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Sr a package on this Model 970 scale and the 

cylindrical chart snaps instantly into position, 
giving exact weight and parcel post computation. 
Double hairline indicator wires, large figures, 
lighted chart and magnifying lens eliminate guess- 
work and make reading fast and easy. Accepts 
weights to the allowable limit of 70 pounds— 
computes for any domestic zone. Special tempera- 
ture compensators assure year ’round accuracy. 

This scale is also available with a 30 pound chart 
capacity for exact computation of first class, air 
mail, third class, parcel post and book rate postage 
to all domestic zones. See one in action . . . call your 
Commercial Controls specialist for a demonstration. 


MODEL 100 
LETTER SCALE 
Gives instant, exact com- 
putation of postage on 
all classes of mail. Hair- 
line indicator insures 
errorless reading. V-type 
platform holds letters, 
packages or mailing 
tubes. Two capacities: 
20 ounces or 3 pounds. 


WRITE DEPT. OM-58 FOR FOLDER Gives full information 
on complete USPM service—systems and equipment to 
meet your needs. 


Metered Mail Systems . . . Letter and Parcel Post Scales . . . Letter Openers 
Envelope Sealers . . . Multipost Stamp Affixers . . . Mailroom Equipment 


Endorsographs . . . Ticketograph Systems 


Sales and Service Offices 
in Principal Cities 


POSTAL METER 
DIVISION 


Rochester 2, New York 


MMERCIAL 
NTROLS 


CORPORATION 


Commercial Controls Canada Lid., Toronto 1, Ontario 
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(From page 74) 
ess can become very indigestible from the 
standpoint of a Profit and Loss statement, 
2. Purchasing people must come to fee! that 
they needn’t know everything about everything, 
which is becoming more and more impossible each 
day—and, incidentally, always was impossible, 
3. Purchasing people must forget the imagined 
mistreatment of the past due to inevitable short- 
ages and consider things on the basis of current 
values. This means they must throw away those 
black books we all kept when our grievances 
threatened to outrun our memories. There is one 
habit they have acquired during recent years 
which I hope will be retained. Purchasing agents 
today are generally the most courteous people you 
know. For years they have been our real sales- 
men, and as such they now have a better under- 
standing of sales problems than ever before. 
* * * 
On the sales side 


On the sales side we have a much harder job. 

1. Salesmen have got to learn to work. Gener- 
ally, of necessity, sales people must be self-starters 
and none of us run as well without an audience, 
especially if it includes a coach. 

2. Salesmen must know their product and their 
company. Most products have been improved and 
we have to know not only how and why they are 
made the way they are but their applications, ad- 
vantages, and limitations as well. 

3. The salesman must have a clear conception 
of the customer’s company and the customer's 
problems. 

4. The salesman should also, to a large extent, 
feel responsibility for the direction of his com- 
pany’s expansion. He should be more sensitive to 
new markets and the need for improvement in old 
products and, of course, the opportunity to intro- 
duce new ones. 

5. He should have a clear understanding of his 
company’s policy and the authority to carry it out. 

6. He must discover ways to create customer 
benefit. 

7. A good salesman is not without imagination. 

* * * 

There are some problems we will have to solve 
jointly. 

1. First and foremost, is reciprocity. The bad 
reputation enjoyed by reciprocal relations lies not 
in the relations themselves, but in the method of 
their application as practiced by a limited few: 
The use of purchasing power to sandbag orders !8 
bad business. The purchasing department should 
not be expected to sell our products. 

2. The selection of products to be purchased 
from each supplier. Certain products are more at- 
tractive profitwise to one company than another. 
With like delivered prices and quality there 1s n° 
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lis com- Replacing the conventional folders in your filing cabinets with 

sitive te Oxford Pendaflex hanging folders is like bolting a new engine in 
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to intro- @ FUMBLE-FREE! The one folder you want @ LOOK-UP TIME CUT. IN HALF! No- 
can't play hide and seek! tionally known firms testify Pendaflex cuts 
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ig of his @ HIGH-SPEED! Sets you up for high- @ NO MISFILING! The world’s fastest and 
ry it out. octane filing! iest filing method virtually eliminates 
misfiling! 

‘ustomer @ HIGH VISIBILITY! You see every folder @ CUTS FILING COSTS! Pendaflex knocks 
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reason why schedules should not be arranged to 


recognize the profit resulting to each supplier. 
3. The salesman has a definite obligation to 
/ teach customers about his company and the pur. 
chasing agent is obligated to learn. 

4. Another joint obligation they have is to know 
more about costs. 


%* 3 * 


Probably the greatest single obligation all peo. 
; ple in business have today is to be completely 
frank and sincere. They must build up confidence 
in each other. This above all else will do more to 
give us the kind of relationship we want. Pur- 
chasing agents can’t buy from everyone any more 


3 


£ 
s BS than salesmen can sell every account. An honest 
explanation of the reason why helps both sides, _ 


(From page 32) 


of the rear space, where a receptionist and secretary are on 


duty. With modern posture chairs, noiseless typewriters, and 
j 


= 
” & 
Z | moveable-arm fluorescent lamps, its appearance is as mod- 


Ss ' ern as tomorrow's movies. In this office are all available 


» mechanical means of lightening work, saving time, and 


making efficiency easy. 


Chippendale desk with leather chairs, tole lamp, and har- 


= 

=z 

é Rentals for period oce settings, often combining a walnut 
2 


monizing accessories are as numerous as those in modern 


key, according to Mr. Turman. For most movies, if not 


timed in the present day, picture some scene during the 


last quarter century, when conservative furnishings were 


emphasized. Studio property experts who choose period 


pieces with great care, usually ask his opinion in weighing 


appropriate grouping. They even return occasionally to 
exchange one accessory—a lamp or ashtray, for instance— 
for another that they have decided is a shade better for the 
+ purpose. Metwood likes their keen discrimination and is 


F A 
: = as ready to help with such revisions as with the initial 


planning. 


4 
5 ol 
>. 
2 
¥. 
i the relative merits of desks, chairs, and accessories for 
2. 
co 
gore 


On 
eo: | For the doctors’ offices featured in many of today’s movies 


with scientific backgrounds, Mr. Turman frequently sug- 
gests a walnut period desk with inlaid leather top. The 
INCREASE YOUR OFFICE movie is likely to include with a professional or business 
EFFICIENCY BY USING | type of office an artistic, perhaps luxurious, reception room. 

| One characteristic set-up for a psychiatrist’s reception room 

NATIONAL that Metwood planned for a movie in color included a dark 

* green sofa, tan chairs, and a table complete with magazines. 

NATIONAL GIVES REAL When a script calls for a desk in a fine home interior, 
| the property man is likely to look for a piece blending with 

SERVICE AND other furnishings but so distinctively styled that it stands 
COOPERATION out. A typically effective desk that Metwood rented for 

We shall be pleased to this purpose has rounded sides, gold-embossed leather top, 
quote you. | and a front with built-in bookshelves. Chippendale walnut, 
| however, is an undisputed favorite for movie set-ups of 

every description. For its aura of dignity, the traditional 
desk is almost certain to be selected when some prominent 


official is filmed for news features in a movie studio. 


Furniture that is simple, inexpensive, and attractive, bu! 

far from luxurious, comes into its own in movie set-ups 

4 | : = char- 
ae Z J that Metwood sometimes plans for fund-raising by 

SHELBYVILLE TENN. | | itable organizations. Mr. Turman, who is president of 7 

9 | National Office Furniture Association, and a director © 

220 FIFTH AVE. > NFW YORK N.Y many philanthropic organizations, among them the Hudson 


OFFICE MANAGEMENT AND EQUIPMENT June, 1948 


ee 


— .e 
7 te ir - : 4 
es om nn + = 

wee a! ! oe 
i @= = 

tas , [ —— ne = 
ao A mf 

. ne ie | 

ss 7s Le \ 

= e ea 

FE POINT: fe 

E : , = 

a ZF - “& S ; | le 
: - YY mE = 

a Ny Li ie, Sa ‘ 
- 'mia ‘ 

7", ‘=a Offices for Movi 
a. 2 mf ices tor Movies 

a eH ae | 
Ey Cn | | 
ees) canal ¥ y 
oe “ae *) = iy H —— 
, (7: —_— | 
Lee na _aaa 

a : “a y = 
a. ee e_! 
mi 7, ©» ES 2 2 oe 
Ed TER) —Eyyy===Z 
seal ; sie fp 
7s - 2 ij a ir niaaaa rnaebi 
he ii OR ae 
ee 4 ef =e 

i. } € 

aa 1" —aAf)| 7... 

AS q , 7 7 be 

a & | £2 22 eee 

og 
z: * , J 2 : —- 5 

ae 
es 3 " ; 
—— 

ee 
BS 3 a. ie 

2. 
emo sXe —— 
ee San rd | 
halal ~ aaa 7 J 
oe 7 ee 

: wae iat = i oe Pest ee ee aw, Pus ae rs ashe 


ged to 
er. 


‘ion to ee 
~ 
1€ pur- Te I FAS 4) sve Nena 


Z 
o 


* 


o know 


all peo- 
pletely 
fidence 
nore to 
t- 6Pur- 
y more 
honest 
1 sides. 


Bo ee eee 


ry are on 
iters, and 
as mod- 
available 
ime, and 


—— 


a walnut 
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aay MATCHED MASTERPIECE 
sapiens 
weighing 
sories for 


neta Since 1881, the M& V Guild of Master Craftsmen have concentrated on 


age producing masterpieces of precision workmanship in the carbon paper and 
er for the 


mm and is inked ribbon field. Each M & V ribboa and its companion box of carbon 
the initial 
paper is so carefully made and perfectly matched that even inexperi- 
> ae enced fingers find it possible to produce letters and copies of unrivaled 
top. The 
business 
tion room. | .products of established quality most satisfactory and economical to use. 
ytion room . 

led a dark . 
magnines. | Now available in Ultra Modern ‘Curl-Less”’ 
e interior, — 
rding with 
- it stands 
rented for 
2ather top, 
ile walnut, 
set-ups of 
traditional 
prominent 


i, MITTAG AND VOLGER, INC. 
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yo FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
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excellence and appearance. This also is why discerning users find these 
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The Office Beautiful 


| Our NEW #500 Desk 


An all steel desk with a 4%” top of hard tempered 
, masonite in a beautiful walnut grained finish. All the 


< steel parts are rolled, including the drawers. Available in 
t two heights—27” or 291%”. Top dimensions are 18 x 


: 36”. Finish in Walnut or school brown. Shipped com- 
pletely set up, one to a carton. 


LITTLE HERCULES rollaway FILE 


For Rapid 
Desk Side 
Filing 


The perfect answer to 
a handy reference file 
for Executives, secre- 
taries and file clerks. 


Examine These 
Features 


Beautiful design. 
Standard folders. 
Hanging folders. 
Guide rod. 

Sliding top. 

Follow block. 

Lock and key. 
Hammerloid finish. 
Gray or Green. 

All steel construction. 


IMMEDIATE DELIVERY F.O.B. OUR FACTORY 


WRITE US NOW 


SERVICE METAL FABRICATORS 
DORAN MANUFACTURING CO. 


SALES OFFICE FACTORY and GENERAL OFFICE 
1525 E. 53rd Street 2350 West 58th Street 
Chicago 15, Illinois Chicago 36, Illinois * 

DORchester 3010 ; PROspect 4421 _ 


Guild, knows at first hand exactly what a social worker’s 
office should include in a realistic film—a simple desk, table, 
chairs, and many shelves of books. His assistance in pre- 
paring such set-ups for fund-raising films is only one phase 
of his good works. He has headed drives in the office equip- 
ment industry for the National War Fund, the Red Cross, 
the U.J.A., and the Federal Charities. Contributions of New 
York office equipment dealers to charitable organizations 
were increased from $3,000 per year to $100,000 annually, 
when eight years ago he sought their cooperation for more 
liberal giving. 

Accustomed to thinking in terms of the general good, Mr, 
Turman believes that the benefits derived from movie 
rentals are broader than profits in dollars and cents alone, 
He is convinced that time and interest are well invested in 
this field of specialization, not only for its stimulating effect 
on fine styling in the showroom, but for its greater benefit 
to the industry as a whole. For well styled movie set-ups, 
viewed by millions of business and professional men and 
their wives, he points out, have as significant an influence 
in setting standards of comfort and luxury in the furnishing 
of offices as they exert on style trends in the home. 


Pitney-Bowes Appointments 

Pitney-Bowes, Inc., Stamford, Conn., announce the 
opening of the following district sales and service offices 
and the appointments of new district managers to them: 
4107 Pacific Highway, San Diego, Irving W. Kelser; 184 
Front St., Worcester, Mass., Dennis E. Lucey; 1421 Eighth 
St., Rockford, Ill., Joseph S. Macklin; 335 North First Ave., 
Phoenix, Arizona, F. B. Wallace, and 224 Jefferson St., the 
Whitcomb Bldg, South Bend, Indiana, Francis R. Henning. 


Kwiki Presents Carbon Sets 

Kwiki, Inc., 124 Franklin St., Dayton 2, Ohio, has an- 
nounced the production of its Kwiki carbon copy sets with 
second sheets and carbon paper assembled in set form ready 
for instant use. 

The Kwiki is placed in back of the letterhead, the combi- 
nation inserted in the typewriter and the combination is 
ready for typing. On removal from the typewriter, the car- 
bon is discarded. 

Additional information may be secured from the company. 


Hotchkiss Announces New Tacker 
The Hotchkiss Co., Norwalk, Conn., which has special- 
ized in the manufacture of stapling and tacking equipment 
for more than fifty years, has introduced a new automatic, 
one-hand operated device, named the Trojan Tacker. This 
product is the result of development begun before the war. 
The new machine is lighter in weight but comparable in 
strength to the previous models and it will handle staples 
with three different lengths; %4-inch, 5/16-inch, and 34-inch. 
By a simple adjustment, the tacker can be made to handle 
either .025 or .050 gauge wire staples. The tacker weighs 
only 27% ounces and the grip fits the hand. 


Earn Good Housekeeping Guaranty 

Mercury stapler and staples have been awarded the 
Good Housekeeping Guaranty Seal. The Mercury Stapler, 
first in its field to win this mark, earned the Seal only after 
rigid tests conducted by the Good Housekeeping labora- 
tory had proved it to be of superior design and perfect 
in every working part. 

The earning of this Seal indicates the effectiveness of 
Mercury’s jam-free “open-end” channel and the adaptabil- 
ity afforded by the removable head for tacking, stapling, 
and pinning. 

In the future all Mercury packages will display the Seal 
because it is a mark of quality fully recognized by reti 
customers. The Consolidated Wire Products Co., 145 Spring 


| St., New York, is the manufacturer. 
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If there’s 


a must... 


THIS IS IT! 


CESCO’S New 1948 Catalog is the vital link in your de- 
pendable sources of supply. The most complete array of 
Modern Loose Leaf Equipment ever offered is now hand- 
somely bound for your convenient reference. 


WRITE FOR YOUR COPY TODAY 
ON YOUR BUSINESS STATIONERY 


The values you want and the quality you need will be 
at your fingertips to meet your every record-keeping 
requirement. 


The C. E. SHEPPARD Company 


PIONEERS IN VISIBLE RECORD-KEEPING EQUIPMENT 
44-11 21st St. Long Island City 1, N. Y. 


EK S ( MODERN LOOSE LEAF / 
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Coming Events 


American Management Association 
25th General Management Conference 
Waldorf-Astoria Hotel, New York 


June 9th-10th 


American Society for Testing Materials Week of June 2/st 
Annual Meeting 
Detroit 

National Society of Public Accountants 

Annual National Convention 

Copley-Plaza. Hotel, Boston 
Special Libraries Association 

39th Annual Convention 
Hotel Statler, Washington, D. C. 


August | 7th-2\s¢ 


June 6th-lith 


Appointed Purchasing Agent 

Thomas H. Evans, Jr., has been appointed purchasing 
agent of the McBee Co., Athens, Ohio, according to an 
announcement by D. R. Zenner, president. Mr. Evans has 
been assistant purchasing agent since October, 1946 He 


Thos. H. Evans, Jr. 


replaces Harry Begg who for the past year has been acting 
in the dual capacity of purchasing agent and assistant plant 
manager. In the future Mr. Begg will devote his time 
exclusively to plant management. , 

Mr. Evans came directly to McBee from the Navy after 
service of two and a half years. He had been with Pure 
Oil for several years prior to the war and was sales man- 
ager in Cincinnati. 


New Office For Workman Service 
The newest branch office of Workman Service, Inc., 
whose headquarters is in Chicago, will open shortly at 860 
Broadway, New York, with J. C. Fasulo, operating manager. 
This organization, with other branches in Los Angeles, 
Minneapolis and Seattle, has an expert staff whose services 
are available for bookkeeping, tabulating, billing or account- 
ing work done on a fee basis. 


Elected Vice-President 

James A. Trainor, comptroller of Commercial Controls 
and the Electromode Corp., was elected vice-president and 
a director of the two firms at meetings of their boards of 
directors in Rochester. 

In announcing the election, Chas. R. Ogsbury, president of 
Commercial Controls and Electromode, stated that Mr. Trai- 
nor would continue his responsibilities as comptroller of 
the two corporations. 

Comptroller of Commercial Controls for nearly six yeats, 
Mr. Trainor came from New York to Rochester in June, 
1942, to become associated with the mailroom equipment 
firm in that capacity. He was appointed comptroller of 
Electromode in May, 1946, when the firm was organized in 
Rochester as a subsidiary of Commercial Controls. 

Mr. Trainor has a background of 22 years of specialized 
experience in the field of accounting and finance. He was 
affiliated with the New York accounting firm of Miller, 
Donaldson and Company; becam2 a New York State Cer- 
tified Public Accountant in 1931, and established his own 
firm in 1935, where he remained as a partner for the next 
seven years until becoming associated with Commercial 
Controls. 
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Coast to Coast Distribution 


MANIFOLD SUPPLIES CO, 188 3rd Ave, Brooklyn 17, N. Y. 
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Wabash 


PRODUCT 


CLEVELAND 


“YOUR DEALER 
“GUARANTEES 


HERE’S A unique service for users of 
Wabash supplies. Designed primarily to 
help our regular dealers, it also helps you, 
because you always know just where to 
reorder supplies when you need them. The 
Wabash dealer’s name appears on the 
Wabash Quality Seal illustrated above. 
This Seal is placed on all Wabash Supplies. 
Wabash Quality is supreme ... we're 
proud to have it carry our name and we're 
equally proud to have it carry the name of 
our exclusive dealer in your territory. He’s 
the man who has been carefully selected 
for his ability to serve you. 


fost Woter St, WABASH, INDIANA 


OFFICE MANAGEMENT AND FQUIPMENT 


Supervisors’ Association Meets 

The regular monthly meeting of the Transcription 
Supervisors’ Association of New York was held recently at 
the George Washington Hotel. Fellowing dinner, the mem- 
bers and guests heard a discussion on “The Current Philoso. 
phy of Education in Our Public Schools and Its Implica- 
tions.” 

Participating in the panel were Dr. Milo McDonald, execy- 
tive director of the American Education Assn., and principal 
of Bushwick High School; Mr. Daniel Russo, chairman of 
the Education Committee of the Queens Grand Jury Assn, 
and Col. A. G. Rudd, co-author of the booklet “Undermin- 
ing Our Republic” and founding member of Guardians of 
American Education, Inc. Trusselle Harvey of the associa- 
tion acted as moderator. 


Noma Elections Held 

At a recent meeting of the San Francisco chapter of 
the National Office Management Association, the following 
officers were elected: Clyde Jackson, Swift & Co., president: 
Emma C. Lee, Johns-Manville, vice-president; H. J. Beer, 
Gregg Publishing Co., recording secretary; Mildred Nichols, 
Hinshaw Supply Co., corresponding secretary; Clyde Plants, 
Van Arsdale-Harris Co., treasurer; F. S. Bowen, C &H 
Sugar Refining Corp., director; Ward Crump, Sherman Clay 
& Co, director; L. S. Hicks, Sperry Div. General Mills Corp, 
director; George Meyer, American Trust Co., director; Louis 
A. Miller, J. W. Stacey, Inc., director, and A. W. Schaefer, 
Industrial Indemnity Co., director. 


Remington Rand Offers New Sales Control 

An effective means of developing and maintaining 
aggressive selling is claimed by Remington Rand for their 
Sched-U-Graph Chart Board. Indexed by salesman, terti- 
tories, branch office or retail outlet, this control board pro- 
vides a graphic bar chart of over-all accomplishments by 
product or line classification for quick, accurate analysis 

The board is fully explained and illustrated in a 32-page 
booklet, “Dynamic Management Control” which is available 
from the company at 315 Fourth Ave., New York. 

New design improvements in visible record equip- 
ment for business control systems have been recently an- 
nounced by the Systems Division of Remington Rand Inc. 
Trade-named “Kardex Imperial,” the re-styled line retains 
the familiar pockets with which visible bar chart signals 
may be used, and other basic features of the previous models 
—but adds several unique operating conveniences. These 
include shorter slides for easier access in posting entries to 
record cards, an ingenious new slide extension that makes 
insertion or removal an easy one-hand operation and new 
pre-scored pockets that lie back flat the first time used. 
All four popular widths of visible records: 5, 6, 8 and !I 
inch can be housed in the units, which are available in full 
and half-size heights. Slides may also accommodate inter- 
locking Chaindex records for compactness. With smoothly 
rounded corners and lucite labe! shields, the units have 
a standard cabinet finish, “Gray-Rite.” 


ee 


Veterans’ Re-employment Rights Still in Effect 

Of continuing importance to employers is the obliga 
tion imposed upon them by law to re-employ returning } 
veterans. Though there is no one today in the military 
service who is not a volunteer, returning veterans still 
retain their legal rights to retura to their old jobs. Such 
is the opinion of the Solicitor of the Department of Labor. 
He holds that not only those who were drafted into the set 
vice under the provisions of the Selective Training 4” 
Service Act and who have subsequently re-enlisted, but 
also those who now enlist, are still entitled to their old jobs 
upon discharge. Thus a problem, which many employer 
had believed no longer existed, remains a very real 0 
to be increased when and if the new draft legislation 8° 
through. 
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New Juproved Hotchkiss 5L Stapler 


3. CLOSE SLIDE 


Above are shown the three instant 
Steps in loading the Model 51. 


Che World’s Easiest Loading Stapler 


Sensational simplified loading, easy ——— action and lifetime durability make 
the model 5L the ideal stapler for any office. It keeps related papers together and 
is a favorite because it causes less fatigue. 


Mr. Staple Buyer . . . try it yourself . . . see how it loads in three instant steps .. . 
no fone to pick it up and take it apart. Load it with razor-keen genuine Hocthkiss 
chisel-pointed staples and see how easily it fastens papers. You'll agree that nothing 
finer has ever been offered. 


RKuilt Co Serve Jor Years Sturdy, die cast base and hard- 


ened steel working parts. Large comfortable knob. Rubber feet prevent slipping 
and scratching. Steel housing keeps out dust and dirt. Temporary or permanent 
clinch. Loads 210 standard staples with %2“ crown and 4“ base. Finished in black 
crackle lacquer and nickel. Double inspected and tested and individually wrapped 
and boxed with complete instructions and guarantee. 


THIS BOX IDENTIFIES GENUINE HOTCHKISS CHISEL-POINTED STAPLES 


Se 


FOR IMPROVED 
STAPLER PERFORMANCE 


always use genuine Hotchkiss staples. 
They improve the operation of any 
stapler they are made to serve. 


WRITE FOR COMPLETE INFORMATION TO: 


THE EH. MOCCKMESS COMPANY 


“NORWALK, CONNECTICUT 


**Pioneers in all that’s best in stapting’® 
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Get WRITE on the Job! i 


: A good-looking letter makes a qood pe) 
s impression ... your letter to a prospec- ial 
2 tive customer will make the right im- j 
= pression—if it's a WRITE letter! 

WRITE Typewriter Ribbons produce 


. clear, crisp, uniformly sharp letters every 
time. WRITE Carbon Papers give you 
more copies and cleaner carbons from 
every original, and they're easy to han- 


dle. 


WRITE high-quality products are quar- 
anteed for lonq wear and consistently 
good performance. For economy and 
efficiency, supply your office staff with 
WRITE Typewriter Ribbons and Carbon 
Paper. 


ee 


Ask your dealer, or write us today 
for FREE samples and attractive 
prices. 


4 Immediate Deliveries 
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OFFICE MANAGEMENT AND EQUIPMENT 


File Association Elects Officers 

The Filing Association of New York, which meets the 
second Monday of every month, recently held its 1948 elec- 
tion of officers at a meeting at the Hotel New Yorker. Elected 
were: Miss Ann McDonald, Cravath, Swaine & Moore, presj- 
dent; Miss Ethel Carew, Standard Oil of N. J., first vice- 
president; Mrs. Margaret Hudson, National City Bank of 
N. Y., second vice-president; Miss Violet Campbell, Metro- 
politan Life, recording secretary; Miss Margaret Stainkamp, 
Equitable Life, corresponding secretary; Miss Jean Bruce, 
Standard Oil of N. J., treasurer. 

Directors for a two years term are Mrs. Carolyn Lincoln, 
Bernuth-Lembcke, nad Miss Dorothy Smith, Chase National 
Bank. Directors for a one year term are Miss Katherine 
Shear, The Texas Co., and Miss Helen Golden, Rheem 
Mfg. Co. 


Simplify Documents Is Aim Of AMA 

Of particular interest to shippers whose offices receive 
and check warehouse reports, invcices and other warehouse 
documents, is the information that the American Ware- 
housemen’s Association, Merchandise Division, St. Louis, has 
embarked upon a comprehensive program to standardize and 
simplify these forms. 

According to the division’s chairman, Phillip Milstein, the 
following forms will be completed this year: rate quotation 
negotiable warehouse receipt, non-negotiable receipts with 
stock card, invoice or both, O S & D report, delivery order, 
stock report and invoice, inventory report, and pool car 
distribution record. 


Fast Work in Texas 
An 18-story Dallas office building, the Irwin-Keasler 
Building, has just been entirely air conditioned—in 30 days! 
—one-tenth the usual time required for such jobs, and co- 
owner T. K. Irwin credits the accomplishment to labor- 
contractor cooperation of a type which he thinks should 
set a national pattern. 
Sheetmetal workers turned 35,000 pounds of aluminum 


into nearly a mile of air ducts and plumbers wove more 
than 2,000 feet of pipe through the 18 floors to carry the | 
1,150 gallons of water per minute required. Electricians 
built and installed a giant switchboard to power 159 motors, 
in ten days—a job which normally takes five to seven weeks. 
Carpenters erected one of the largest waler cooling towers 
in the state, to cool the water by 10 degrees. 

G. L. Howell served as general superintendent and helped 
maintain complete harmony among the 210 workers 4 
six sub-contractors involved on the project. 
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... the Sengbusch HP-6 Handi-pen has the utility 
and appearance that please both hard-boiled 
office managers and demanding executives. 


It appeals to busy executives—Smart and dignified HP-6 
Handi-pens make a big impression on all who see them. 
In addition to good looks, they offer smooth, efficient 
instantaneous writing service. 


Ideal for the entire office force—These efficient desk 
sets, with their effortless writing, save time and eliminate 
disturbing annoyances such as constant refilling, clogging, 
flooding. They are reasonably priced and find a sizeable 
market among quantity buyers. 


Has famous “Capillary Action” inking principle—The 
HP-6 holds 6-months’ supply of ink. Thanks to the 


scientific Sengbusch method of inking, there is no ink 
deterioration or waste; the last drop of ink in the con- 
tainer is as fresh as the first. 


For increased efficiency in your office, standardize on 


Sengbusch Handi-pen—the writing champion. Place your 


orders now. Write for circular P-47. 


Sengbusch Self-Closing Inkstand Co. 
168 Sengbusch Building Milwaukee 3, Wisconsin 


OR LOmn 


Phostic buses in 
- bldek, copper, 
|) Rf gén metal. 
) Deluxe walnut 
“bates, trimmed 

in paid oF stiver, 
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 Wametal HP-6 
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SIX POPULAR PENCILS 


You can bet that General’s Pencils | 
will be popular in the office . 


Profitable too! Profitable because 
of their efficient and economical use 

. in the increased satisfaction of 
your office workers. 


Why not get these extra dividends 
today—simply check the General's 
Pencils as shown above and order 
them from your dealer. 


General Pencil Company 


JERSEY CITY (6) NEW JERSEY 
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TIME SAVING 
SALES MAKERS 


——<$— $< 


* SMOOTH AS 
SILK 


* ALL 17 DEGREES — 
68 TO 9H~UNVARY- 
| ING AS THE STARS 


* ARTISTS PREFER 
KOH-§-NOOR FOR 
ALL DRAWN WORK 
~LIGHT, HEAVY, 
THIN, THICK STONES, 
AREAS, SHADING! 


* AND THERE is 
ECONOMY IN 
KOH-f- NOOR, SUPER- 
QUALITY, NO GRIT. 
LESS BREAKAGE, 
LESS TIME-LOSS. 


* YOUR DEALER 
HAS 


LETTERING GUIDES 


Only C-Thru modern engineering names 
methods turned the trick. So simple $g00 


to use that an amateur can operate 

these rigid, yet pliable transparent fora set of 
plastic guides on sight. Complete  & Guides 
alphabet, signs and numbers on each guide. 
Sizes 1/8”, 3/16", 1/4”, 5/16", 3/8", 1/2". 


. Improved bh die & 


plastic, true edges, round ¢ cor- 


Modulidbieurdia: plastic. sell 
on working surfaces eliminate 


Rhus. A complete line of other quality 


drawing, ruling and computing devices 


SEND FOR FREE CATALOG ; 
RULERS + TRIANGLES + NAVIGATIONAL INSTRUMENTS « STEWEILS ~ PRoTRacrons ~ orAEE HNC 


SZ 2a 


SAR TF CO 8. oe Cc ONN 


The RIGHT pencil for the RIGHT job 


KOH |. NOOR PENCIL COMPANY. INC. BLOOMSBURY. NEW IERSEY 
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No. 399 — TRI-PLY 


No. 3900 — TRI-PLY ‘WHISK’ 
with new style brush 


CENTER PLY — soft gray ink La 
and type eraser 
OUTER PLIES — red rubber, — 


for erasing carbon smudges and pencil. 


TYPISTS’ 
FAVORITES 
FOR 
CLEAN 
ERASING 


WORLD’S QUALITY STANDARD 


WELDON ROBERTS RUBBER COMPANY 
Newark 7, New Jersey 


Engineered Seating Comfort 


PROPER SUPPORT + PITCH + BALANCE 
in this Modern Style Wood Chair by 


‘Taylor 


A modernly styled general office chair to match the new wood and 
steel des Here is a new leader to meet the growing emphasis on 
deeaiging. Harmonious styling . . . light in weight . . . strong 
dependable construction. No. 4833 is the companion guest chair. 

The Taylor line is complete. Full line of other Taylor 
Comfortable-Posture Chairs for every office duty. Other 
lines in full range of models and pricing in All-Wood 
Bank of England and Commercial Flat Back. Also Turned 
Leg and Modern Chairs. Upholstered Models. Special 
finishes to match any new desk colors, wood or steel. 


THE TAYLOR CHAIR COMPANY 
Bedford, Ohio 


Please send to me, illustrated folder of Taylor Comfortable Chairs, 
prices and where i may obtain. 


TheKulor Chair Company |i 


June, 1948 
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NOW AVAILABLE OUR 


| 


om pohensive 
w CATALOG 


on 
NUMBERING 
MACHINES 


Here is a handy refer-* 
ence book showing 
Roberts extensive line o 

numbering machines. It's 
a catalog you have 
waited a long time for. 


¥ 


Numbering is important. Roberts Num- 
bering, Dating and combined Number- 
ing and Dating Machines have become 
the backbone of office systems through- 
out the country. These systems are ac- 
curate because a Roberts machine is 


dependable. 


Write for your free copy today, to 
solve tomorrow's numbering problems. 


Roberts Numbering Machine Company 
700 Jamaica Avenue Brooklyn 8, N. Y. 


KEEPS PERSONAL eines 
“SAFE, HANDY! — 


| 


} 


All These 
CONVENIENT 
SAFE-KEEPING 
Features! 

Secret Chamber 

2 Locks—2 Keys 
20 File Folders 

5 Storage Envelopes 
Swivel Front 

e@ All Aluminum 

@ All Metal 


$7 95 Complete 
se menpe Higher 


West of Rockies 


For Your 
Personal, Portable File, 
Choose Maso's “Bankette™! 


For safekeeping your valuables, per- 
sonal papers, keepsakes, tax and other 
records, you can't beat Maso’s “Bank- 


ette’’. Fire resistant, water repellent, 

the “Bankette”’ is a full 13” x 12” x 

5%” deep. Quality built for lasting 

service. Secret chamber with separate 

lock, 1%” deep. Swivel front opens a 

full 3”. Easy to file. — — a 

1 everything. Your choice of beautifu 

Lightweight, Portable! baked enamel, Hammerloid finish, Green 
Weighs about 8 lbs. Has or Gray. 


strong steel handle. Take 


anyplace. So handy, on — @RDER FROM YOUR STATIONER 


MASO STEEL PRODUCTS 


oe | 500-32 S. THROOP ST. CHICAGO 7, ILLINOIS 


| 


IBM Elects Official 
John C. McPherson was recently elected a vice-presi- 
dent of the International Business Machines Corp. He was 
previously manager of patent research and development. 
Mr. McPherson joined IBM in 1930 as a senior sales repre- 
sentative, and in 1933, became assistant manager of the trans- 


John C. McPherson 


portation department in New York. In 1943 he was made 
director of engineering and became manager of patent re- 
search in 1946. A Princeton graduate, he resides in Short 
Hills, N. J. 


Sales Up 

W. S. Adams, sales manager for American Hair & 
Felt Co., 1828 Merchandise Mart, Chicago, attributes the 
sharp rise in the sales curve of Kil-Klatter typewriter pads 
to several facts. He believes Ki'!-Klatter’s increased sales 
indicate that offices and individuals are buying more type- 


‘writers and office machines. 


Production of Kil-Klatter pads has been stepped up in 
the past year to meet the increased consumer demand. Sales 
in the first quarter of 1948 were 127 per cent of 1947 sales 
during the same period. 


ive 


Hope Institute 


First model hospital for care 
of advanced cancer patients 


THE NATIONAL CANCER FOUNDATION 
85 FRANKLIN STREET © NEW YORK 13, N. Y- 
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-presi- 
je oe arpose 
ent. 
repre- neil All Purpose mailing equipment is 
trans- i “y built around the Hook-on Tray. This 
F | solid steel tray comes in four standard 
sizes and accepts almost any type of 
| mail material. Letter-shops, printing 
offices, commercial institutions, govern- 
| ment departments with well organized 
| mailing rsoms are saving money by 
using All Purpose Hook-on Trays to 
handle broadsides, bulletins, catalogs, 
envelopes of every known type, besides 
many other kinds of printed matter. 
To broaden the usefulness of Hook-on 
Trays, All Purpose builds a complete 
line of mailing room equipment speci- 
fically designed to accept the trays. 
Stationary and Whirling Racks, Desk 
s made Racks, Traveling Racks, Floor Racks, 
een Single Whirling Rack Tables, and | 
) Double Whirling Rack Tables are all q 
n Short made expressly for use with Hook-on 
Trays. 
For overcoming space limitations 
where working area is limited by close 
Hair & wall clearance, the Desk Rack is used 
we instead of the free-swinging Whirling 
ites the Rack. Desk Racks can be applied to 
ter pads All Purpose Single or Double Tables 
ed sales without special adapting fixtures. They 
= tee also can be attached to tables now in 
indi use in letter-shops and mailing rooms: 
d up in Ask for All Purpose Catalog OM4 
ws per | bala All Purpose Metal Equipment Corp. 
— 262 Mill Street Rochester 4, New York 
DN 
une, 1948 | dune, 1948 OFFICE MANAGEMENT AND EQUIPMENT 1 
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ACCOBIND FOLDERS 
Profitable to Use 


because they’re 
Adaptable — Enduring — Economical 


ACCO PRODUCTS, Ine. 


OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co. Ltd., Toronto 


2H 
ow to save 


as much as‘*2° per lot 
...and get better 
Business Cards! 


Write today for your FREE folder about 
the HILL “Coupon-Book” plan. Shows 
you how one order, one bill, one check 
takes care of a full year’s supply of 
cards ... gives you handy, time-saving 
books of ten or twenty coupons... each 
good for 250 or 500 cards... when you 
want them, to your precise standards... 
HILL-engraved or modern, economical, 
raised-letter thermography. Some of our 
customers tell us they save as much as 
$2.30 per lot of cards. You can, too! 


r.onHILLinc. 


Engravers and Thermographers of 


Important Busi Am 8 
LETTERHEADS e BUSINESS CARDS 
ANNOUNCEMENTS 


270M LAFAYETTE STREET, N. Y. 12, N. Y. 


| 
| 
| 
| 
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New Publications 


Offset Duplicator Techniques 
Written by Richard F. Caruzzi, this volume will greaily 
benefit the offset duplicator user because it covers the entire 
subject in its seventeen clearly written chapters. 
With more than 100 illustrations, the author explains just 
what can and cannot be done with this equipment, and offers 


labor, time, and money-saving examples, especially good 
for those who have the machines but are not thoroughly 
familiar with their capacities. 

Mr. Caruzzi discusses in detail, copy preparation, shading, 
combination plates, chemistry, and graphic arts, a complete 
background of information on Multilith operation. In short, 
his book, endorsed by reliable iechnicians, is a must for 
those who “want the facts.” 

Published by Harold L. Taylor, Inc., 101 Park Ave., New 
York, it is priced at $3.50 a copy plus 25 cents for handling. 


Business Forms Catalog Issued 

Horder’s, Inc., Jefferson and Quincy Sts., Chicago, has 
published a business forms catalog which should prove of 
value to any individual or group of people interested in 
saving time and money. 

The book, alphabetically and numerically indexed, has 64 
pages of large, clear line cuts illustrating the business forms, 
office records, stock forms, labels, and other items manu- 
factured by the company. The catalog, which also serves as 
a handy reference book, was designed and produced by 
C. B. Horr, advertising manager of Horder’s, and may be 
purchased in single copies or in quantity. 


“The Secretary's Book" 

This revised and expanded new edition of a widely 
popular book is in recognition of the great need for just 
such a handbook of information about, and guidance in the 
problems which a secretary encounters daily in a busy 
office. Written by S. J. Wanous, Ph.D., associate professor 
of office management and business education at the Univer- 
sity of California at Los Angeles, and L. W. Erickson, MS, 
assistant in office management there, the book is a practical 
and complete reference manual. 

Its chapters are devoted to almost every phase of modem 
day business procedures, including sections on business am 
social letters, proper forms of address, legal phrasing, postal 
and express regulations, grammar, punctuation, and many 
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multiple labeling jobs. Gummed, perforated ARMA SNAGPROOF 

label sheets slip into typewriter like letter- bdeat ter oe Se 
h d U 4 he 4 pi ® Use on Will Not 
eads. Up to 4 carbon copies in one operation. Films, Fabrles ¢ Serateh or 

No fussing with labels that tangle, curl, spill Lithographs, Ete. C__{p) _) Snag 

and soil. Order today through your supplier. 

If jobber can't supply your demands, write us ARMA TAG WIRE 


DUPLISTICKERS 


for better and faster addressing—filing—shipping 


Nothing can compare with Duplistickers for 


direct giving his name. 


é 


STICKERS 5 letter-size sheets per pkge. 


\\ 
tf LN triply your 


4) 
office efficiency 


with (30GV30C)) 


(Gaus Da 
S5y "ae 


ARMA GEM CLIPS OFFICES ARMA NO-SLIP CLIPS 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. 


PITTSBURGH CUT WIRE CO. 


1112-20 Galveston Ave. Pittsburgh (12) Pa. 


Choice of 5 “keying” colors 


@ total of 825 (21/,” x 1”) 


stickers only 50c 
“The Name to Stick With" 


Mie Re Kn 


EUREKA SPECIALTY PRINTING COMPANY 
STATIONERY DIVISION DEPT OF 
Scranton, Pennsylvania 


FOUNTNBRUSH & INKS 


For Better 
File Indexing 


EVERY LETTER 
BOLDER, BLACKER, EASIER TQ READ 


The Satin Aluminum Flo-master is valve- 
controlled ... leakproof. A perfect flow 
of Flo-master instant-drying ink permits 
making any length line desired without 
redipping. Letters are uniformly black 

. assuring faster reference, greater 
accuracy. FINE MARK ADAPTER for 
making fine lines and letters 1/32 inch 
to 1/8 inch wide. 


$350 ser 


fc ADO) co. 
CUSHMAN & DENISON sie hago 
135 West 23rd Street New Yor , 


SIGNALS and MAPTACKS 


| «GEORGE B. GRAFF CO, 
CAMBRIDGE 40, pt wd 
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Now Available 


NEW FANDEX unique 


Indexing Revolutionized! 
for live aggressive dealers 


FANDEX 


VISIBLE 
RECORDS 
FOR 
‘SPEEDY 
REFERENCE 


*Patented 


1. Continuous visibility at a glance. 
misplacement. 3. Rapid insertion and removal of cards. 
4, Use own cards—no rewriting necessary—simply trans- 
fer to FANDEX, 5. FANDEX UNIT FITS standard file cabinet. 


USES STANDARD INDEX CARDS, SIZE 3x5, 4x6, 5x8 


For further information inquire of your dealer or write 


direct to 


FANDEX, | 


15 SPRUCE STREET 


BEekman 3-6893 


2. Eliminates card 


NC. 


NEW YORK 7, N. Y. 


originated this type of fastener, and as 
pioneers maintain the highest quality 
in material and serviceability. 


Look for ACCO on your fasteners. 


ACCO PRODUCTS, Ine. 


OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co. Ltd., Toronto 


a - 


Ca — 


ACCO FASTENER 
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pages on words, phrases and terms that usually send one 
scurrying for a dictionary or other reference book. 

Published by the Ronald Press Co., 15 East 26th St., New 
York, “The Secretary’s Book” contains 597 pages and is 
priced at $4 a copy. 


Record Saving Discussed 
The problem of record retention is discussed, with a 

retention schedule included, in the new free booklet offered 
by Diebold, Inc. It is the purpose of this booklet to show 
how time cost for referring to stored records can be greatly 
reduced, by the adoption of systematic retention routines, 

The booklet, titled “Business Records Classification and 
Retention Recommendations,’ has been printed to assist in 
making record retention schedules from which a positive and 
aggressive program of retention and storage can be planned. 

The first section lists 239 various business records with a 
recommendation retention period for each, and the second 
lists records, by businesses, common: to present-day insti- 
tutions. 

The booklet is available without cost or obligation from 
Diebold, Inc., 1411 Fifth St. S.W., Canton 2, Ohio. Requests 
should be directed to the attention of W. F. Cooper. 


Funk and Wagnalls Publishes New Course 
; The editors of Funk & Wagnalls Co., 153 East 24th St., 
New York, are publishing a Reading Course in Executive 
Technique that will bring to subscribers proved methods 
for getting out work, tested controls for keeping a finger 
constantly on the pulse of operating departments, modern 
ways of securing effective cooperation of subordinates, asso- 
ciates and supervisors. : 

The course, in eight sections, is under the general editor- 
ship of Carl Heyel. Price for the complete course is $47.50. 


A New Formula 
Unusually brilliant and sharp printed copies can now 
be obtained from any make spirit duplicating machine as a 
result of a new formula now being used in the manufac- 
ture of duplicating fluid, according to the Schwartz Chemical 
Co., Inc., 328 West 70th St., New York. Other features of the 
new formula are that it is quick-drying, non-curling, non- 
corrosive and practically odorless. ; 
The company also reports that the fluid has been tested 
in accordance with the official methods of the American 
Society for Testing Materials as a result of which it is 
guaranteed to be non-corrosive to the metallic parts of 
duplicating machines and non-injurious to rubber rolls. 
Called “EP” Duplicating Fluid, it is available in gallon cans 
or 54 gallon drums. 


Tax Forms Available 
S-K Forms Co., 309 Walnut St., Philadelphia, now has 

the 1948 withholding tax forms (W-2) ready. Printed six 
sets on one continuous strip, carbonized anod perforated, 
they are approved by the Bureau of Internal Revenue. 

The S-K 1948 book of withholding tax tables is also ready 
for delivery. Prices and descriptive literature can be had 
from the company. 


Special Christmas Cards 

An interesting line of all-steel-engraved Christmas 
cards, designed exclusively for use by business houses and 
professional men, has been prepared by the Albert E. Coffey 
Co., 4267 W. Third St., Los Angeles 5, Calif. The company 
has been operating in Los Angeles since 1933. 
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d one Ces a Mae tae Neb oc ammadie = — TABLE TOP 

aa : ee es ea, Fs ALSO HANDLES ROLLS ADJUSTABLE 
N ACE BUILDS THE... aimee 

, New ; DOMESTIC 

and is bb fy . RATES ALL 
Worl Frvest a 
Th Sey pe ee ie ae es MECHANISM 

ENCLOSED 

witha Ace has always built but one kind of stapling equipment . . 

offered the best. Users, the world over, are well aware of this fact. 

) show Every machine and every staple is produced with a degree 

greatly of skill and watch-like precision unapproached in the 

yutines. stapling industry. This fine workmanship, plus the best 

yn and materials obtainable, give to Ace Staplers those smooth, 

ssist in efficient reliable operating qualities so greatly appreciated 

ive and by all who use them. 

lanned. 


witha — : POSTACSCALE Weigh at your 


y insti- iP A durable, long- . 
DD lise stapler. desk ...save time 
n from c Staples, pins and : 
equests tacks. Guaranteed Accurate Postal Scale — all-metal — adjustable. 
. Sor five years. Patented Cantilever spring action for accuracy. 
ACE CLIPPER Red, Green, or Ivory. Size: 344" x 3%"x 24", 
ACELINER One of ACE’S finest ’ ‘ 
— Most beautiful and effi- models. Light weight, Pays for itself in postage. We 
canis cient stapler ever built. easy — Precision — prefer you to see your favorite $ 5S 0 
methods pay 0 — a Irom finest dealer; if he cannot su pply * 
a finger? you, send $1.50 each for post- 
modern | paid delivery. Fey OD 
eS, asso- | Sean 
‘ ACCURATE PARTS MFG. CO. + 12439 Euclid Ave., Cleveland 6, Ohie 
1 editor- } 
. a ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 
Flot m iets aiescnibmabmmaeiaie (f a 
AUTOCOPY RIBBONS 
MAKE BETTER MASTER SHEETS | 
can now 
uine as a 
nanufac- 
Chemical 
es of the 
ing, non- ? 
en tested | 
American 
1ich it is 
parts of 
ber rolls. 


allon cans ¢ 


in America!” 


®ONION SKIN 


., now has ane of the finest cloth and scientifically inked to make @®COCKLE FINISH 

rinted six clean, sharp master sheets, AUTOCOPY ribbons are 

perforated, } known for their high quality. @RAG CONTENTS 

enue. AUTOCOPY ribbons are made in Semi and Full Ink- ®O PA Q UE 

also ready } ings, and are available in purple and purple and red. Sizes: #6%4, «9, Monarch, +10. #11... and the 

an be had Copying and in combination with Record Inking for spe- new modern window ... Air Mail Envelope 
cial purposes. Sizes: +6%, «9 and #10 


AUTOCOPY ribbons are made for all makes of type- 
Writers. Ribbons for adding and bookkeeping machines 


5 7 UK Pos 


Christmas | are special. 
and 
“. om ) AUTOCOPY, INC. 242 West 65th St.. New-York 23, N. Y. 
pipe 464 W. Superior St. 18 W. 18th St. ENdicott 2-7770-7771 
ples |_ Chicago 10, Illinois New York 1, New York 
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The Fastest-Selling | 


* Fountain Pen* 
in stationery 
stores is the 

Esterbrook 

with the right 

point for the 
way you write 


Se * 


TO SELECT OR ® 
RENEW HERE'S 
ALL YOU DO 


Poy te FOUNTAIN PEN 


y 


rr eS 


pas: 
ee 


FOR THE HOT, 
HUMID WEATHER— 


use our all-weather Woodblock Stamp 


, eee 


J 
ooo 


- 


¥ Pad . . . no soggy impressions, non- 
- hygroscopic. 


e Furnished in 5 sizes, #00, 0, 1, 2 and 3. 
e Five colors—Red, Black, Blue, Violet 


and Green. 


Write for Catalog 


Julton SPECIALTY CO. 


FACTORY AND SHOWROOM 
82 Fulton Street Elizabeth |, N. J. 


Poorer s eeeeeannnnnnnnnneannnnnnnnaaa: 


OBITUARY 


Austin Ward Ford 

a director of International Business Machines Corp, 
since its inception, died in Binghamton, N. Y., May 24th, in 
his 85th year. Mr. Ford was born at Deposit, N. Y., in 1864, 
In his earlier years he engaged in mercantile business there 
with his father but, in 1887, he moved to Binghamton and, 


Austin Ward Ford 


with Harlow E. Bundy, organized the Bundy Mfg. Co.,, mak- 
ers of time-clocks. The company subsequently merged 
with another organization to form the International Time 
Recording Co., which in turn, became one of the constituent 
companies of Computing-Tabulating-Recording Co., prede- 
cessor of I.B.M. 

Mr. Ford was prominent in civic affairs, a pioneer in 
youth group work and on various occasions was honored 
for his achievements. 

He is survived by his wife, four children, Edward E. Ford, 
Mrs. Lyster C. Reighley, Mrs. John J. Schumann, and Mrs. 
David L. Dickinson; in addition there are eight grandchildren 
and five great-grandchildren. 


Office Management Course Set 
The National Education Committee of the National 

Office Management Association, in cooperation with the 
University of Maryland and the Baltimore and Washington 
chapters of the National Office Management Association, will 
conduct a three-day institute on the College Park campus 
of the University of Maryland, July 14th to 16th. 

Designed to be of interest and help to office managers 
and teachers, as well as those preparing for supervisory posi- 
tions, the institute theme will be “Tomorrow in Office 
Management” and will deal with scientific methods and 
office procedures. 

Registration fee is $15, payable to the NOMA and should 
be mailed to A. S. Patrick, institute chairman, U. of Maryland. 


BOSTON [iipsnret 


PENCIL SHARPENER. BOSTON 
ee ~ KS 


And not only more 
style, but more metal, 
more strength, Fam- 
ous BOSTON speed 
cutters. 8 Pencil size 
guide — nickel-plated 
or transparent recep- 
tacle. 
Cc. HOWARD 
tll HUNT PEN CO. 
a CAMDEN, N. J. 


ee Speedball Pens @ Hunt Pens 
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PLASTIC HEADED NAIL 


For home or office use, this patented, 
new, Superior plastic headed nail can be 
driven into tough wood or walls. Avail- 
able in any color—including luminescent. 
Use them for 


% map or chart marking 

%* making indoor or outdoor signs 
% furniture or upholstery 

* picture hanging 

% decoration 


Superior plastic headed nail colors are permanent. 
They stay bright and don’t chip. Send for 
folder and samples. 


distributed by 


GTtaybaR 


ELECTRIC COMPANY 
in 97 principal cities 
SUPERIOR MANUFACTURING CO. 


20H MAIN STREET, FITCHBURG, MASS. 


| should 
aryland. 


a 
ined 
NEW 


A test will prove...Heyer Inks improve the 
work of any stencil duplicator... give finest 

reproductions on both automatic or hand 
inked duplicators. Black and 7 colors, 


. | the mesfcomplete line of 
une DUPETCATORS ond SUPPL! 
WALI es 


» 5g 
‘¢ 


THE HEYER CORPORATION 
1848 S. Kostner Ave., 


I Chicago, U. S. A. 
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iw on the job 


to prevent 
paper abrasion 


Mis the registered trademark of 
THE ROSENTHAL CO., New York City U.S.A. 


Gust. 0 fobir 


(Pat. Pending) 


THE 
HANGING 


FOLDER 
WITH 
ADJUSTABLE 
METAL TABS 


LWJERE’S the hanging folder which 

tops them all. Gliding along on the 
steel Guide-O-frames, Guide-O-folders make 
filing and finding quick and sure. The hanger 
strips cannot fall out. The adjustable metal 
tabs permit a versatility every file clerk appre- 
ciates. The Guide-O-frames are adjustable for 
a snug fit in every standard file drawer... . You 
are missing a good bet if you arent using 
Guide-O-folders. Wire or write for full infor- 
mation today. 


GUIDE SYSTEM & SUPPLY CO. 


335 Canal Street New York 13, N. Y. 
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END ALL "WRAPS" 
PROBLEMS 


Valet Costumers and Racks 
keep clothing “in press,”’ aired 
on spaced hangers, and hats on 
ventilated shelves. Save floor 
space—accommodate 3 persons 
per sq. ft. Fit in anywhere. 
Lifetime welded construction. 


Where lockers are needed for 
lunches, tools. aprons, etc., use 
PETERSON Locker Racks. 5 
ft. x 15 in. unit provides 12 
persons with hangers, hat 
spaces and individual 12 in, x 
12 in, x 15 in. lock boxes. 
These combination units are 
widely used to double capacity 
of, or eliminate, iocker rooms. 
Write for Bulletin A-4. 


VOGEL-PETERSON CO. 


"The Coat Rack People” 
. 624 South Michigan Ave. Chicago 5, U. S. A. 


WANT-AD OPPORTUNITIES 


Rates are 10c a word. Minimum charge $2.00. Payable 
in advance. Address replies to all Box Number ads ¢/o 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth Ave, 


Positions Wanted—Male 


BUSINESS MANAGER — Extensive experience in methods analysis, 
manual writing and office direction of such functions as sales, procure. 
ment, warehousing, inspection, traffic, accounting, credit, inventory ang 
budget control, and personnel management. 14 years’ experience 
OM-26. 


JUNIOR EXECUTIVE desires affiliation with progressive concern. Detail 
experience and education in Industrial Engineering with a specializa. 
tion in Space Administration, including lay-outs, planning, procedures, 
and methods analysis. Presently employed but desires advantageous 
change. 26 years of age and married. OM-24. 


OFFICE MANAGER presently employed in Branch Sales Office of large 
National Company. College graduate with accounting and economic 
majors. Lt. Commdr., U.S.N.R. Has had broad supervisory experience, 
Desires to become affiliated with smaller company. Starting salary with 
good opportunity, $5,000. M-29. 


PERSONNEL MANAGER—OFFICE MANAGER. Fully familiar with 
selecting, training and supervising office and white collar personnel ang 
maintaining favorable working conditions. Proven ability to increase 
cooperation and reduce turnover. Familiar with group insurance— 
hospitalization—retirement plans and modern personnel techniques. 
Have written comprehensive employee manuals. Set up and supervised 
successful sales training programs. Graduate of Wharton School. Locate 
in NY City or vicinity. M-319. 


CONTROLLER, TREASURER, CREDIT MANAGER. _ Sixteen years’ 
heavy financial experience. Thorough knowledge of domestic and for- 
eign trade. Agreeable to travel U. S. or foreign countries. B.B.S. de 
gree. Married, no children. Age 35. Salary $5,500 domestic. M-249. 


CONTROLLER—ADMINISTRATIVE ACCOUNTANT. 15 years’ experi- 
ence as Controller, Chief Cost Acct. and practicing CPA. Seeks full 
eharge with full responsibility and authority for policy—to supervise 
personnel—office and records—for all matters pertaining to costs— 
financing and accounting. Age 36. Married, 2 children. $8,500. M-230. 


NONE OTHER LIKE 


iT! 


teers ete 


Sliding Panel 
a Glass Protected 
BULLETIN BOARD 


@ The posting panel slides out from behind a glass 
front to give full, easy access to the cork tacking sur- 
face. No door frames to obstruct the view. Used in 
offices, homes, and schools. Strong wood frame, natu- 
ral finish and furnished in three sizes. You will like 
the efficiency of the glass as noted on page 48 of our 
No. 84 Catalog. 


Illustrated circulars sent on request. 


BECKLEY-CARDY COMPANY 


1632 INDIANA AVE. CHICAGO 16, ILLINOIS 


OFFICE MANAGEMENT AND EQUIPMENT 


GENERAL MANAGER AND TREASURER. 15 years’ experien. 
Thorough background and management involving finance, productim 
planning, coordination of activities. Presently Treas. of Parent C1 
and Mfg. Subsidiaries doing sales volume of $1,750,000. Experienced. 
Contract negotiations AFL-CIO. Salary $6,000. M-246. 


ASSISTANT PURCHASING AGENT with 7% years’ experience Dome 
tic and Export with large manufacturing corporations. Former Major 
in Army Air Forces. Age 32. Free to locate anywhere. $5,200. M-239. 


Positions W anted—Female 


PURCHASING AGENT. Thoroughly conversant with running procure 
ment division. Proven ability to cooperate with sales, advertising and 
promotion departments in connection with all merchandising problems. 
9 years’ heavy industrial experience, including electronics. 2 years 
packaging in cosmetic field. Age 32. $5,000. F-254. 


ADMINISTRATIVE ASST. 10 years’ assistant to top executives. Ability 
to organize, train personnel. 8 years’ executive engineering work in 
connection with safety and health standards. College grad. Tall, 
friendly personality, executive type. $4,500. F-253. 


Employment Service 


—— 


SALARIED POSITIONS. $3,500-$35,000. If you are considering a new 
connection, communicate with the undersigned. We offer the ori 

personal employment service (38 years recognized standing and reputa 
tion). The procedure of highest ethical standards, is individualized 


| your personal requirements and develops overtures without initiative 


on your part. Your identity is covered and present position prowecte’ 
Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg., Buffalo, 2, N. - 


For Sale or to Buy 


ee _aneneel 


WANTED: Multiliths, Graphotypes, Business Machines, Addressographs 
Mailing Equipment, Multigraphs. Quote model serial number, ay 
wanted. Harold M. Bennett Co., 595 Fifth Ave., New York 17, ®. * 


WANTED: Typewriters, Adding Machines, Calculators. TYPEWRITER 
PARTS COMPANY, 407 East Travis St., San Antonio, Texas. 


BURROUGHS BILLING & BOOKKEEPING all styles. Rebuilt to the 
most exacting specifications by factory trained personnel & uncondition 
ally guaranteed. Substantial savings. Phone or write. ACCOUN 13, 
MACHINE SALES & SERVICE CORP., 434 Broadway, New York 
N. Y. CA 6-8230. 
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AT LAST! A PRACTICAL WAY TO 
STORE TIME CARDS =o: 22 


Kard fits into a 12x24” 
file drawer, or can be used 
= as active open file for time 
i. se cards, job tickets, repair 


orders, etc. Price: $7.75 
and $8.15. Write today 
for specifications. 


Portable — Removable — Permanent — Adjustable 
All-Steel Construction 


FYL-A-KARD MFG. CO., 1327 W. Girard Ave., Phila., 23, Pa. 


FOLDING CHAIRS 


Many Styles — Wood or Steel 


Also non-folding chairs, tablet 
armchairs, folding tables. 


PROMPT SHIPMENT 
FROM STOCK 


Specify Requirements 
When Inquiring 


ADIRONDACK 
CHAIR (0. 


Dept. 1 
1140 Broadway 
New York 1, N. Y. 


Sled mailer 


TWO DRAWER LETTER 
if FILE ON BASE 


The Build-Up Unit 
16" Deep, 30!/2" High 


Electrically welded throughout. 
Made of heavy guage steel. 


$24.95 


with locks $28.60. 
HIGHER ON WEST COAST 


At Your Local Stationer 


Ni . < s 
Pa Xn GREY 


ART STEEL SALES CORP.., 


300 East 145th Street, New York 51, N. Y. 


FOR FAST, ACCU- 
RATE TYPING OF 
BOTTOM LINE IN- 
DEX ON ALL VIS- 
IBLE CARDS 


10 CARD SIZES 
$1.45 to $1.75 


Ask Your Visible 
Systems Supplier 


or write to 


PALLEY MFG. CO. 
69 Mechanic St. 
Worcester, Mass. 


‘Controlled Front Feed Stop 
Gives Precision Alignment 


Remington Rand Visible File — solidly built 
of wood. Reconditioned (good as new) olive 
green. 15 drawers. Capacity 1,020 cards. 
Complete with 5 x 8 card holders. 

ALSO OTHER SIZES WOOD KARDEX, 
STEEL KARDEX, AND OTHER MAKES 


World’s Largest Dealers in Guaranteed, 


Rebuilt Visible Equipment. 
DMINEMOML y wecut ri nos vox ancy. 


“The House that Confidence Built” GR-3-3741 


Cost $130.65 
new 


: 


200 Cards 


sible Reeord 
wa, 31.60 


Quick « Convenient 
Save Time 


Handifax Cards join together. File sheets of 
cards on edge in correspondence folders. Use 
half inch visible margin for Indexing, Tabulation 
and Color Signals. 
Ten years national use. 

Order today, money back guarantee. 
Sheets of Cards Ask for catalog 


ROSS-GOULD CO. 
Handifax 311 N. Tenth st. 1) 98 - LOUIS 


) 


More and more typ- 
ists prefer Norta, the 
modern plastic type 
cleaner. No liquids 
to spill or splatter. 
No mess. Quick, 
efficient. Longer last- 
ing. A favorite since 
1924, 


THE ORIGINAL 


|. NORTA. 


PLASTIC TYPE CLEANE 


NORTA DISTRIBUTING CO. + 1723 BROADWAY, NEW YORK 10, 


June, 1948 


hn tha by 7 


KE-MASTER 40 


Fits right into your file cabinet — 

standard or legal size. Holds 40 

keys. Durable white slotted fibre 

KE-TAGS with snap hooks and 12 x 

10 index file card included. A good 

place for duplicate keys. 
Buy From Your 
Office Supply Dealer, 
Or Order Direct 


$5.00 
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ASSURES 
INCREASED 
AND VALUE 


YOU | 
SERVICE 


: oe oe 
CARBON PAPERS 
TYPEWRITER CARBON BILLING CARBONS 


_ FAN-FOLD CARBON PENCIL CARBONS 
-— CARBON JACKETS REGISTER RO 


4 | 
INKED RIBBONS 


TYPEWRITER RIBBONS TABULATING RIBBONS 
_-Addressograph RIBBONS TIME STAMP RIBBONS 
Bookkeeping Mach. Ribbons ADDING Mach. RIBBONS 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS =~ 
HECTOGRAPH RIBBONS DUPLICATING FLUID 
Hand “es CREAM CORRECTION PENCI 


“MFG. CORP. | 


I 
% - a Indiana Desk Co. .......... i4 
529 So. Franklin St. 401 Wood St. 270 Lafayette Sutermational Business 
Chicago 7, Ill. Pittsburgh 22, Pa. New York 12, Machines Corp. ......... 4 
Factory: Coraopolis, Pa. Invincible Metal Furni- 
ie a ee ee 75 
“100 OFFICE MANAGEMENT AND EQUIPMENT 


INDEX TO ADVERTISERS 


A 

Acco Products, Inc. ....92,94 
Accurate Parts Mfg. Co. ... 95 
Ace Fastener Corp. .... . 95 
Adirondack Chair Co. ...... 99 
All Purpose Metal — 

ment Oop. .....5.4. . 91 
All-Steel Equipment, Inc. .. * 
Amberg File & Index Co. ... 13 


American Hair & Felt Co. .. 62 
American Writing Paper 


co, Ee nee 10 
Art Steel Sales Corp. ...... 99 
Muweeeey, MMe. 2... 0s ices 95 
Avrick Paper Co. ... re 

B 
Bassick Co., The . . 64 
Beckley-Cardy Co. ere. 
Boorum & Pease coe de 
Browne-Morse Co. 12 
Cc 
Carter’s Ink Co., The . 66, 67 
Codo Mfg. Corp ae ...100 


Cole Steel Equipment Co., 
me. .. See 
Commercial Controls Corp.. 76 
Corry-Jamestown Mfg. Corp. 71 
C-Thru Ruler Co. ....... 88 
Cushman & Denison a 


Ree AR ear a 93, 99 
D 
Dennison Mfg. Co. 74 
Diebold, Inc. Mecamce ae 
Ditto, Inc. 2nd cover 
Doran Mfg. Co. a foes . 80 
E 
Eastman Kodak Co. 53 
Esterbrook Pen Co. . 96 
Eureka Specialty Printing 
Co. . ; 93 
F 
Faber Pencil Co., Eberhard 16 
Fandex, Inc. 94 
Fulton Specialty Co. 96 
Fyl-A-Kard Mfg. Co. 99 
G 
General Fireproofing Co. 3 
General Pencil Co. <2 
Globe-Wernicke Co., The .. 61 
Graff Co., George B. ....... $3 
Gray Mfg. Co., The a 5 


Guide System & Supply Co. 97 
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Heyer Corp., The .. an a 
Hill, Inc., R. O. H. .. 92 


Hotchkiss Co., E. H., The 85 
Hunt Pen Co., C. Howard 70, 96 
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Kee Lox Mfg. Co. a) 
Koh-I-Noor Pencil Co., Ine, 88 


M 
Manifold Supplies Co. 
Maso Steel Products 
Mittag & Volger, Inc. 
Mosler Safe Co., The 
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National Business Show, } 
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; a See what it can do for your business! 
| Mechanization is today’s key to efficient 
lies, | economi ] ° ° < 
_.. #1 00mical accounting for businesses of 
86 ted size and type. Mechan ization with 
& , ational Accounting Machines brings sav- 
"8 Tanging up to 30° c! Savings which 
gy. CO., Py 
sewed f ‘gl 
vs THE NATIONAL CASH 
june, 1948 


often pay for the whole installation in the 
first year—-and then go on from year to 
year. Let your local National representa- 
tive check your present set-up, and re- 
port specifically the savings you can ex- 
pect. No cost or obligation of any kind. 


REGISTER COMPANY, DAYTON 9, OHIO 
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Good to Look at... 


A Joy to Use... 
A Gem to Own 


A - 

: 

-_ UNDERWOOD > 
, 


MEU vee 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ... even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
...not shaded or blurred. 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em at a 
light finger touch. 


Urge your boss to buy you an Underwood 
All Electric . . . and you'll always have 
his letters looking their best. 


You'll keep looking your best through 
each day, too . . . because operating a 
All Electric is not tiring. You'll simpy 
breeze through your typing . . . all day! 


You control keys, spacing, shifting, a> 
ulating and carriage return electrically 
... therefore more accurately. 


It’s a good-looker, too . . . the worlds 
most beautiful typewriter. Your loal 
Underwood representative will demor 
strate it, let you try it. Phone him. 
today! ou 


Underwood Corporation 


Typewriters... Adding Machines... Accoustil 
Machines... Carbon Paper . . . Ribbons 
and other Supplies. 
One Park Avenue New York 16 HE 
Underwood Limited, 135 Victoria St, 97% 
Toronto 1,Canada — Penn: 
Nao 


Sales and Service Everywhere 
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